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UNITED  STATES 
GOVEBNMSNT  FRUITING  OFFICE 
WASHmcrrON :  1982 


FOBBWOBD 


Department  of  the  Intebiob, 

Washington,  D.  G. 

To  the  Field  Oificers: 

The  personnel  of  any  organization  affects  fundamentaUy  the 
success  or  failure  of  the  enterprise.  Greatest  effectiveness  can  be 
obtained  only  by  efficient  management,  to  which  orderly  and  consist- 
ent  procedure  is  an  important  contributing  factor.  Uniformity  is 
necessary  to  protect  the  rights  and  interests  of  the  Government  wad 
the  employee  alike,  and  keeps  to  a  minimum  the  overhead  of  admin- 
istration. To  that  end  the  accompanying  regulations  have  been  pre- 
pared for  your  guidanc©  in  following  approved  personnel  procedure. 

Sincerely,  Ltman  Whbot, 

Secretary. 
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REGULATIONS  GOVERNING  APPOINTMENTS  IN  THE  FIELD 
SERVICES  OF^M^  OF  IHB  INTBaUOB 


Washington,  D.  C. 

1.  The  following  act  was  approved  by  the  President  June  26, 1980: 

u  pttfoated  bv  the  Senate  und  Swue  of  Representatives  of  the  United  States 
of  lJ^^^O^l^^!!SSnmd,  That  sL^tion  169  of  the  Revised  Statutes,  as 
amendfid  (U.  S.  C,  title  5,  sec.  43),  is  amended  to  read  as  follows: 
^^rSre  is  authorized  to  be  employed  in  each  executive  department  indepen- 
dent  establishment,  and  the  municipal  government  of  the  District  of  Columbia, 
for  services  in  the  District  of  Columbia  or  elsewhere,  such  number  of  emp^ees. 
of  the  various  classes  recognized  by  the  classification  actctfJ^,M^^ 
fuse  title  5  ch.  13),  as  may  be  appropriated  for  by  Ckmgress  from  year  to 
v^arTProSr'Th^  the  head  of  any  department  or  ind^nident  establishment 
may  delegate  to  subordlnateB,  under  8«ch  regmt^BBhei^yjres^^ 
power  to  employ  such  peiwns  for  duty  in  the  Add  serricea  of  U»  d^tment 
or  establishment." 

The  act  of  May  22,  1926  (44  Stat.  620)  is  hereby  repealed. 

The  following  regulations  are  promulgated  for  the  guidance  of 
employing  officers  in  the  various  field  services  of  this  department,  to 
take  effect  immediately,  and  in  pursuance  of  the  above-quoted  act 
authority  is  hereby  granted  to  field  officers  to  make  emergency  em- 
ployments sfcrictiy  in  compliance  with  the  instructions  herematter 
contained.  While  these  regulations  supersede  all  others  on  the  sub- 
ject, yet  they  are  not  in  conflict  in  any  material  way  with  those  now 
existing  in  several  of  the  bureaus,  and  are  issued  for  the  purpose  of 
allowing  the  field  officers  certain  latitude  in  the  employment  of  emer- 
gency help  and  of  obtaining  uniform  action  throughout  all  the  serv- 
ices. All  field  officers  concerned  with  personnel  matters  should  read 
these  regulations  carefully  and  become  familiar  with  them. 

2.  AU  matters  not  specifically  covered  by  these  regulations  shall  be 
governed  by  the  civil  service  act,  rules  and  reguUtuais,  and  depart- 
mental instructions.  i 

3.  Positions  in  the  field  service  may  be  divided  mto  five  general 

4.  Positions  in  Group  I  are  filled  from  registers  maintained  in  the 
offices  of  the  Civil  Service  Commission,  Washington,  D.  C.  Certifi- 
cates for  filling  such  positions  will  be  issued  by  the  commission  direct 
to  the  Secretary  of  the* Interior.  The  principal  positions  falling  in 
this  group  are  those  of  a  professional,  sdentific,  or  technical  nature, 
and  those  requiring  special  educational  qualifications  and  instructors 
in  the  Indian  Service. 
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5.  Positions  in  Group  II  are  filled  from  registers  maintained  by 

the  civil-service  district  managers.   In  this  group  are  included : 

Bookkeepers. 

Buffalo  keei)ers,  buffalo  keepers*  assistants. 

Clerks,  cost  keepers. 

Draftsmen. 

Elevator  conductors,  messengers,  messenger  boys  and  girls. 
Mimeograph  operators,  mnltii^ph  operators. 
Park  rangers  (permanent). 

Stenographers,  storekeepers,  stor^eepers'  assistants. 
Telephone  operators,  timekeepers,  typists,  and  watchmen. 
Mao  for  the  Indian  Servioe  skiUed  trades  posltioDs,  such  as: 

Blacksmiths. 

Cabinetmakers,  carpenters,  engineers  (stationary),  engineers  and  sawyers. 

Firemen,  gardeners,  general  mechanics,  horseshoers,  masons. 

Millers,  nursei-ymen,  painters,  plumbers. 

Sawyers,  shoe  and  harness  makers,  tailors. 

Wiremen. 

SklUed  trades  and  other  Group  ni  poedttons  in  other  services  where  local 
boards  are  not  established. 

In  the  National  Park  Service  all  positions  are  filled  through  the 
office  of  the  civil-service  district  manager  except,  if  a  local  board 
is  available,  Group  III  positions  are  Med  through  such  board. 

GBOUP  m 

6.  Group  III  embraces  noneducational  or  registered  positicms  that 
are  filled  from  registers  established  by  local  boards  of  ^SMoiiiers. 

In  the  absence  of  a  local  board,  the  employments  are  handled  through 
the  office  of  the  district  manager.   It  includes  such  positions  as  the 
following : 
Supervisors  of  ditches. 

Superintendents  of  ccmstmcticm,  Irrigation,  reservoir,  or  grading. 
Water  masters,  recorders  of  water  records. 

Inspectors,  including  inspectors  of  earthwork,  masonry,  concrete,  etc. 
Foremen,  including  master  laborers,  master  workmen,  master  carpenters, 

corral  bos^ses,  etc. 

Chiefs  of  field  parties,  surveymen,  including  instrummtenen,  transAtmen, 

levelmen,  rodmen,  chainmen,  recorders,  etc. 
Carpenters,  blacksmiths,  masons,  machinists,  and  other  Journeymen  mechanics. 
All  employees  performing  special  dutfes  sQch  as  an»rais^  concrete  finishers, 

cranem^  dam  and  headgate  tenders,  dredge  engineers,  ditch  riders, 

drUlers,  engine  men,  line  men,  powder  men,  riggers,  steam-shovel  ei^neers, 

locomotive  engineers,  fir^^,  etc. 
Tool  keep^s,  guards. 

7.  Local  boards  have  been  established  in  the  Indian  Irrigation 
Service,  the  Bureau  of  Reclamation  and  the  National  Park  Service 

at  the  following-named  headquarters.  (For  duties  and  qualifica- 
tions of  local  boards  see  paragraphs  18-24.)  • 

Indian  Irrigation  Service  {office  of  the  supervising  engineer) 

Coolidge,  Ariz.  Albuquerque,  N.  Meac       Tuma,  Ariz, 

Los  Angeles,  CaUf,  Salt  Lake  City,  Utah.       Orland,  Calif, 

mungs,  Mont  YaUma,  YNOl  Ikmer,  Golo. 
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Bureau  of  BeoUkmtUm 


Grand  Junction,  Colo. 
Boise,  Idaho. 
Burley,  Idaho. 
Fairfield,  Mont. 
Malta,  Mont. 
Las  Vegas,  Nev. 


Klamath  Falls.  Or^. 
Owyhee,  Oreg. 
Vale,  Oreg. 
Newell,  S.  Dak. 
El  Paso,  Tex. 
EUensburg,  Wash. 


Yakima,  Wash. 
Guernsey,  Wyo. 
Riverton,  Wyo. 
Powell,  Wyo. 


National  Park  Service 


Grand  Canyon  National  Park,  Ariz.       Glacier     National    Park  (Belton, 
Seqooia  and  General  Grant  National  Mont.). 
Parks,  Calif.  YeUowstone  National  Park,  Wyo. 

Yosemlte  National  Park,  Calif. 

8.  In  the  absence  of  a  local  board,  Group  III  positicms  wiU  be 
handled  through  the  office  of  the  distoict  manager  in  the  same  manaer 

as  positions  in  Group  II. 

GROUP  IV 

9.  Group  IV  includes  positions  (other  than  unskilled  laborers) 
which  may  be  filled  without  competitive  examination.  These  posi- 
tions may  be  filled  in  accordance  witli  the  civil-service  rules,  from 
eligible  registers  if  available,  «uid  the  ^pl^ees  will  have  a  dassi- 

fied  status.  ^ 
Schedule  A,  Civil-Service  Rules,  Subdivision  I,  paragraph— 

3  All  persons  appointed  by  the  President  without  confirmation  by  the  Senate. 

6  Any  person  receiving  for  his  personal  salary  compensation  aggregating  not 
more  than  $540  per  annum  whose  duties  require  only  a  portion  of  ™e  or 
whose  services  are  needed  for  very  brief  periods  at  intervals,  provldea  mat 
employment  under  this  provision  shaU  not  be  for  job  Work  sudi  as  woXemr 
plated  in  section  4,  Rule  VIII 

7.  Any  person  employed  in  a  fordgn  conntry,  or  in  the  island  of  Guam,  or  in 
tlie  island  of  Samoa,  or  in  the  Virgin  Islands,  when  in  the  opinion  of  the  Civil 
Service  Commission  it  is  not  practicable  to  treat  the  position  as  in  the  com- 
petitive classified  service;  but  this  exception  shall  not  apply  to  any  person 
employed  in  a  foreign  country  contiguous  to  the  United  States  in  the  servic^ 
of  the  Bureau  of  Immigration,  Department  of  Labor. 

9.  All  positions  in  Alaska  which  can  not  be  filled  from  appropriate  exlsung 

registers.    ♦    *    ♦  ,     ^  «4. 

12.  Mechanics  and  skiUed  tradesmen  or  laborers,  mployed  upon  construc- 
tion or  repair  work  in  the  field  service,  under  such  restrictive  conditions  tiiat, 
in  tbe  opinion  of  the  conunlssion,  they  can  not  as  a  dass,  be  appointed  from  reg 
ist^  of  eligibles.  (Applies  to  aU  field  services.  Where  local  registers  con- 
tain  available  eligibles  they  should  be  considered.  Appointments  made  under 
this  authority  shall  not  continue  beyond  six  months  unless  specifically  autlior- 

ized  by  the  district  manager.)  ^.    ^  .  w 

13.  Cooks,  when  in  the  opinion  of  the  commission  it  is  not  expedient  to  nuuse 
appointment  upon  competitve  examination.  (Applies  only  to  Bureau  of  Bed^ 
mation,  National  Park  Service,  and  Indian  Service.  Bakers  are  cimaldered 
cooks  and  considered  as  excepted  in  these  services.) 

Schedule  A,  Civil-Service  Rules,  Subdivision  VIII,  paragraph— 

4.  Temporary  clerics  ^ployed  in  the  United  States  local  land  offices  to 
reduce  testimony  to  writing  in  contest  cases,  not  paid  from  GovMnment  funds. 
6.  In  the  Indian  Service  at  large : 

(a)  Indians  employed  as  guidance  and  placement  officers,  advisers  (boys), 
formerly  disciplinarians;  and  in  minor  positions  such  as  judge,  chief 
of  police,  private,  interpreter,  assistant,  and  ^veave^.  (In  the  irri- 
gation service  the  following  are  considered  as  coming  under  "  minor 
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positions":  Bladcsmlth,  stElUecl;  carprater;  chainman ;  concrete 
finisher;  cranesman;  ditch  rider,  either  with  horses  or  auto;  elec* 
trical  assistant;  fireman;  fireman,  steam  shovel;  foreman,  sub; 
garage  man;  gate  tender;  junior  operator,  power  house;  junior 
operator,  drag  line;  laborer,  skilled;  lineman;  motor-truck  driver; 
motor-truck  driver,  meclianic;  operator,  pumping  station;  operator, 
pump ;  operator,  substation ;  operator,  tractor ;  patrolman,  line ; 
powder  man;  recorder,  water  records;  rodman;  water  master,  assist- 
ant ;  water  master,  assistant,  with  horses ;  watchman ;  instructor  of 
pottery  in  the  Indian  Smice  is  also  considered  a  minor  position.) 

(b)  Special  commissioners  to  negottote  with  BMlians;  m  the  neoessftsr  for 
tiiefar  employnM«it  may  arise. 

(o)  One  finandal  clerk  at  each  Indian  asenqr  to  act  as  affaot  during  the 
absence  or  disability  of  the  agent. 

(d)  Physicians  and  dentists  employed  in  the  Indian  Service  and  receiv- 
ing not  more  than  $1,200  per  annum  salary,  who  may  lawfully  per- 
form their  official  duties  in  connection  with  their  private  practice; 
such  employment,  however,  to  be  subject  to  the  approval  of  the 
commission. 

(6)  Superint^odentii  of  livestock,  stockmen,  stode  detectives,  and 
riders* 

(f)  Special  officers  to  assist  in  the  suppression  of  the  liqnor  traffic  in  the 

Indian  Service  and  among  the  natives  in  Alaska. 
iff)  Superintendent  of  Indian  Insane  Asylum,  Canton,  S.  Dak. 

ih)  All  employees  of  the  Neopit  Lumber  Mills  on  the  Menominee  Vidian 

Reservation  in  Wisconsin. 
(<)  Attendants  employed  at  hospitals  and  sanatoria  under  duties  of  prac- 
tical nurse,  matron,  assistant  matron,  female  laborer,  assistant, 
laundress,  seamstress,  housekeeper,  and  laborers  working  inside  in 
connection  with  deaning  and  the  care  of  patimts,  when,  in  Ae  oifist- 
ino  (rf  tile  commtesion  it  Is  not  exp^OAmt  to  malce  BSBffi^tamt  npon 
eompetithre  examination. 

ii)  Agricultural  extension  agents  and  home  demonstration  agents  employed 

in  field  positions  in  the  Indian  Service,  the  work  of  which  is  financed 
jointly  by  the  Indian  Service  and  cooperating  persons  or  organiza- 
tions outside  the  Federal  service.  Appointments  hereunder  may  be 
made  only  where  the  employment  of  a  full-time  agent  is  not  justified. 
11.  Six  special  agents  of  the  General  Land  Ofllce  to  investigate  fraudulent 
entries  and  other  matters  of  a  criminal  nature. 

12L  Gmisaltiiig  aiglneers,  geologists,  and  eccmomists  m  redamatton  wwk  tat 
^gricoltm^ 

10.  Under  general  authority  of  the  Civil  Service  Commission,  in 
pursuance  of  Bule  VIII — 

Temporary  Held  assistants  witb  surveying  parties.  Are  patrols,  etc 
Seawmd  pnck  rangers. 

11.  Schedule  B,  Civil  Service  Eules,  Subdivision  I,  positions  which 
may  be  filled  upon  noncompetitive  examinations. 

3.  Any  cmnpetitiTe  positf  cm  at  an  Indian  sdiocii  wlien  ffiled  by  wife  oi  a 
eempetM'W  emirik^w  at  ttet  sdioaL 

GBOUP  V 

Unskilled  Laborbbs 

12.  Unskilled  laborers  are  not  appointed  under  the  civil  service  rules, 
but  under  the  regulations  for  appointment  of  unclassified  laborers. 
They  do  not  acquire  a  classified  status  when  appointed  from  an  un- 
skilled laborer  register.  Under  the  designation  of  unskilled  labcver,  it 
is  permissible  to  appoint  axmen,  boatmen,  derrickmen,  dishwashers, 
hostlers,  janitors,  kitchen  helpers,  laundresses,  teamsters,  waiters,  and 
oth^  whose  duties  are  dearly  of  an  unskilled  nature.  If  any  defi- 
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nite  degree  of  mechanical  skill  or  special  training  is  required  for  the 
performance  of  the  duties  of  the  position,  the  designation  of  "  un- 
skilled laborer  "  is  not  appropriate  and  the  position  should  be  filled 
from  a  dassified  roister  of  appropriate  designation. 

18.  The  labor  regulations  apply  to  the  following  cities,  and  fidd 
oflfices  located  therein  must  fill  the  positions  of  unskilled  laborer  by- 
registers  maintained  by  the  district  manager  as  for  any  other 
employment : 


Atlanta,  Oa. 
Baltimore,  ICd. 

Boston,  Mass. 
Brooklyn,  N.  Y. 
Buffalo,  N.  Y. 
Chicago,  in. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 
Govliigton,  Ky. 
Bmret,  Colo. 
Detroit,  Mich. 
Indianapolis,  Ind. 
Jefl^rsonville,  Ind. 


Kansas  City,  Kans. 
Kansas  City,  Mo. 

Los  Angeles,  CaUL 
Louisville,  Ky. 
Milwaukee,  Wis. 
Minneapolis,  Minn. 
Newark,  N.  J. 
New  Orleans,  La. 
Newport  News,  Va.  (and 

vicinity). 
New  York.  N.  T. 
Norfolk,  Va. 
Oakland,  Calif. 
Omaba,  Nebr. 


Philadelphia,  Pa. 
Pittsburgh,  Pa. 
Portland,  Me. 
Portland,  Oreg. 
Providence,  R.  I. 
St  Louis,  Mo. 
St.  Paul,  Minn. 
San  Antonio,  Tex. 
San  Francisco*  Oalif. 
Seattle,  Wash. 
Toledo,  Ohio. 
WaflhiiigtMi»  D.  a 


The  labor  regulations  have  also  been  extended  to  the  National 

Park  Service  at  Hot  Springs,  Ark.  Until  the  labor  regulations  m 
made  applicable  to  the  places  of  employment,  unskilled  laborers  may 
be  appointed  without  regard  to  registers. 

Appointxng  Offigebs 


14.  The  Secretary  will  appoint  to  the  following-named  positions : 
a.  All  educational  (administrstiYe,  professional,  aaeoti&s  and 

technical,  clerical,  etc.),  whether  permanent  or  temporary.  See 

Groups  I  and  II. 

h.  The  following-named  higher  grade  registered  positions  where 
local  boards  are  established,  whether  permanent  or  temporary,  cov- 
ered by  field  idlocation :  Superintendents  of  construction,  chiefs  of 
field  parties,  inspectors,  reservoir  sapenntendents,  and  any  anal- 
ogous pofidlions.  See  Group  III. 

Other  positions  covered  by  field  allocation  for  which  roisters 
are  maintained  by  the  district  managers,  wli^^r  permanent  or 
temporary..  See  Group  II. 

d.  Air  other  permanent  positions,  including  unsldlled  laborers 
(except  minor  positions  at  Indian  schools  and  agencies,  as  outlined 
in  paragraph  15c).   See  Groups  IV  and  V. 

See  paragraph  52  regarding  emergency  employments. 

15,  Employments  to  lie  made  by  field  officers — 

(L  Lower  grade  registered  positions,  temporary  or  seasonal,  where 
local  boards  are  established,  such  as  transitmen,  instrumentmen, 
levelmen,  plane-tablemen,  chainmen,  rodnien,  linemen,  cfitch  riders, 
foremen,  machinists,  journeymen  mechanics,  etc.  Maximum  rates 
to  be  approved  in  advance  by  the  Secretary.    See  Group  III. 

6,  Unsldlled  laborers,  except  permanent.  Maximum  rates  to  be 
approved  in  advance  by  the  Secretary.   See  Group  V. 

e.  Minor  positions  at  Indian  schools  and  agencies  (usually  filled 
by  Indians)  such  as  unskilled  laborers,  Uneriders  Indian  assistants, 
judges,  privates,  chiels  of  police,  interpreters,  weaven,  attendantB, 


at  hospitals  and  sanatoria,  etc. ;  and  employments  on  the  ^regular 
roll  for  construction  and  repair  works,  authorized  by  the  hwi^JV?  of 
unskilled  laborers,  and  mechanics,  and  skilled  tradesmen  and  skilled 
laborers  under  the  provisions  of  Schedule  A,  subdivision  1,  para- 
graph 12  of  Civil-Service  Rules.  Noneducational  positions  m  the 
Indian  Service,  Alaska  (such  as  orderlies,  cooks,  janitors,  carpenters, 

laborers,  policemen) .  See  Group  IV.  ,  i  x- 

d  Lower  grade  temporary  or  seasonal  noneducational  positions 
(see  paragraph  "  a  "  above)  at  national  parks  where  local  boards  are 

not  established,  employed  under  the  provisions  of  Schedule  A,  s^o- 
division  1,  paragraph  12,  of  Civil-Service  Rules.   See  Group  IV. 

e  Temporary  or  seasonal  field  assistants  with  surveying  parties, 
and  fire  patrols,  in  the  General  Land  Office  and  Geological  Survey. 

f.  Noneducational  positions  on  boats  operating  in  and  to  Alaska 
(such  as  seamen,  cabin  boys,  oilers,  etc.) .  See  Group  IV. 

g.  All  employees  of  the  Alaska  Kailroad,  exc^t  such  adBiimstr»- 
tive  positions  as  the  Secretary  may  wish  to  fill.  See  Group  IV. 

DisiBSOT  Managers 

16.  The  headquarters  of  district  managers  and  the  States  in  their 

districts  are  as  follows : 

Fw%t  fl5w«rMJ#.— Headquarters,  customhouse,  Boston,  Mass. ;  Maine, 
New  Hampshire,  Vermont,  Massachusetts,  Bhode  Island,  and  Con- 
necticut. V    1    XT  TT 

Second  c?2S^nc^.— Headquarters,  customhouse,  New  York,  JN.  I.; 

New  York  and  the  counties  of  Bergen,  Essex,  Hudson,  Middlesex, 
Monmouth,  Morris,  Passaic,  Sussex,  and  Union,  in  the  State  of  New 
Jersey. 

TM>rd  Headquarters,  post  office,  Philadelphia,  Pa.; 

Pennsylvania,  Delaware,  and  the  counties  of  Atlantic,  Burlington, 
Camden.  Cape  May,  Cumberland,  Gloucester,  Hunterdon,  Mercer, 

Ocean.  Salem,  Somerset,  and  Warren,  in  the  State  of  New  Jersey. 

Fourth  <fo*^^ric^.— Headquarters,  Old  Patent  Office  Buildmg,  Wash- 
ington, D.  C  ;  Maryland,  West  Virginia,  Virginia,  North  Carohna, 
and  the  District  of  Columbia. 

Fifth  Headquarters,  post  office,  Atlanta,  Ga.;  South 

Carolina,  Georgia,  Alabama,  Florida,  Mississippi,  and  Tennessee. 

Sisoth  <?2«*noif.— Headquarters,  post  office,  Cincinnati,  Ohio ;  Ohio, 
Indiana,  and  Kentucky.  ^ 

Seventh  Headquarters,  Federal  Buildmg,  Chicago,  111.; 

Wisconsin,  Michigan,  and  the  counties  of  Boone,  Bureau,  Carroll, 
Cook.  De  Kalb,  Du  Page,  Ford,  Grundy,  Henderson,  Henry.  Iroquois, 
Joe  Daviess,  Kane,  Kankakee,  Kendall,  Knox,  Lake,  La  Salle,  Lee, 
Livingston,  McHenry,  Marshall,  Mercer,  Ogle,  Peoria,  Putnam, 
Bock  Island,  Stark.  Stephenson,  Warren,  Whiteside,  Will,  Winne- 
bago, and  Woodford,  in  the  State  of  Illinois. 

Eighth  Headquarters,  post  office,  St.  Paul,  Minn. ;  Minne- 

sota.  North  Dakota,  South  Dakota,  Nebraska,  and  Iowa. 

Ninth  r7i.v^nc^.— Headquarters,  old  customhouse,  St.  Louis,  Mo.; 
Kansas,  Missouri,  Arkansas,  Oklahoma,  and  the  counties  of  Adams, 
Alexander,  Bond,  Brown,  Calhoun,  Cass,  Champaign,  Christian, 
Glwk,  Clay,  Clinton,  Coles,  Crawford,  Cumberland,  DeWitt,  Doug- 
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las,  Edgar,  Edwards,  Effingham,  Fayette,  Franklin,  Fulton,  Gallatin, 
Greene,  Hamilton,  Hancock,  Hardin,  Jackson,  Jasper,  Jefferson 

Jersey,  Johnson,  Lawrence,  Logan,  McDonough,  McLean,  Macon, 
Macoupin,  Madison,  Marion,  Mason,  Massac,  Menard,  Monroe,  Mont- 
gomery, Morgan,  Moultrie,  Perry,  Piatt,  Pike,  Pope,  Pulaski,  Ran- 
dolph, Richland,  St.  Clair,  Saline,  Sangamon,  Schuyler,  Scott, 
Shelby,  Tazewell,  Union,  Vermilion,  Wabash,  Washington,  Wayne, 
Whijte,  and  Williamson  in  tiie  State  of  Illinois. 

Tenth  «?*«^H<7^.— Headquarters,  customhouse,  423  Canal  Street,  New 
Orleans,  La.;  Louisiana  and  Texas. 

Eleventh  Headquarters,  post  office,  Seattle,  Wash.; 

Washington,  Oregon,  Idaho,  Montana,  and  Alaska. 

Twelfth  district. — Headquarters,  post  office,  San  Francisco,  Calif. ; 
California,  Nevada,  Arizona,  and  Hawaii.  That  portion  of  the 
Indian  Irrigation  Service  in  the  fifth  irrigation  district  in  the  State 
of  Arizona  is  considered  a  part  of  the  thirteenjth  civil  service  district. 

Thirteenth  district. — ^Headquarters,  post  <Mce,  Denver,  Colo.; 
Colorado,  New  Mexico,  Utah,  Wyoming  (including  Yellowstone  Na- 
tional Park),  and  the  Indian  Irrigation  Service,  fifth  irrigation  dis- 
trict, in  the  State  of  Arizona. 

17!  The  commission  is  represented  in  Porto  Rico  by  the  chairman, 
Porto  £^can  Civil  Service  Commission,  San  Juan ;  in  the  Canal  Zone 
by  the  secretary  of  the  Board  of  United  States  Civil  Service  Exam- 
iners, Balboa  Heights ;  and  in  tiie  Philippine  Islands  by  the  director 
of  civil  service,  Manila. 

Local  Boabd  of  Examinisbs 

18.  There  shall  be  a  local  board  where,  in  the  opinion  of  the 
Civil  Service  Commission,  the  number  of  employees  is  sufficient 
to  require  it. 

19.  Each  local  board  shall  comprise  a  secretary  and  one  or  more 
members,  serving  under  the  departmwit  field  oflricer,  together  with 
the  district  manager  of  the  commi^on.  All  local  members  of  the 
board  shall  be  nominated  to  the  commission  by  the  district  manager 
after  considering  the  recommendation  of  the  field  officer. 

20.  Each  board  shall  be  under  the  direct  and  sole  control  of  the 
commission  with  respect  to  all  matters  pertaining  to  the  administra- 
tion of  the  «ivil  service  act  and  rules,  and  shall,  so  far  as  practicable, 
function  as  the  employment  office  of  the  field  activity  at  which  it  is 
located.  The  district  manager  shall  have  full  power  and  authority 
to  advise,  counsel,  and  instruct  the  m^oobers  of  the  board  in  aU 
matters  relating  to  tbe  administration  of  Jbhe  civil  service  act  a.nd 
rules.  In  the  absence  of  the  district  manager,  his  representative 
shall  serve  as  a  member  of  the  board. 

21.  The  members  of  the  local  board  shall  perform  such  duties  as 
the  commission  may  direct  in  connection  with  the  execution  of  the 
civil  service  act  and  rules  and  these  regulations.  Such  duties  shall 
be  part  of  the  duties  of  the  positions  in  whidi  they  are  serving,  and 
time  shall  be  allowed  therefor  during  office  hours. 

22.  The  duties  shall  include — 

{a)  Distribution  of  application  blanks  and  circulars  of  informa- 
Mon. 

(b)  Acceptance  of  applications  for  noneducational  positions. 
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(c)  Holding  examinations  and  rating  examination  papers. 

(d)  Establishing  registers  of  eligibles  for  noneducational  posi- 
tions. 

(e)  Such  other  work  as  the  commission  may  direct  in  connection 
with  the  development  of  sources  of  labor  supply,  the  investigation 
•of  violations  of  these  regulations,  or  other  mattws  within  the  juris- 
diction of  the  oommissicHi. 

(/)  Assistwce  in  employment  matters  to  the  field  officer,  when 
requested. 

23.  In  connection  with  his  other  duties  as  a  member  of  the  board 
the  local  secretary  shall  keep  the  records  of  the  board  and  conduct 
such  correspondence  as  may  be  required.  In  his  absence  a  member 
of  the  board  shall  pHUrform  his  duties. 

In  tiie  performance  of  their  duties  the  local  board  members 
shall  serve  under  the  supervision  of  the  district  mimager  and  diall 
act  as  his  assistants  on  the  board. 

Bequest  tor  Eligibles 

pebmanent  positions — gkoup  i 

25.  When  a  vacancy  occurs  or  is  contemplated  in  a  permanent 
poeidon  not  under  the  district  system,  and  it  is  deemed  necessary 
that  it  be  filled,  recommendation  preferably  on  Form  1-612  should 
be  made  promptly  to  the  head  of  the  bureau,  giving  all  the  informa- 
tion called  for  on  the  form.  The  recQmmendation  should  set  out 
in  full  the  reason  and  necessity  for  filling  the  position  and  not  merely 
the  conclusion  that  it  should  be  filled ;  and  whether  the  duties  are 
the  same  as  those  of  the  former  incumbent,  and,  if  not,  a  detailed 
statement  as  to  the  qualifications  necessary  to  the  satisfactory  per- 
formance of  the  duties  should  also  be  furnished.  This  is  important, 
as  it  makes  it  possible  for  the  Civil  Service  Commission  to  make 
an  intelligent  selection  of  registers  and  enables  the  department  to 
give  the  commission  satisfactory  reasons  for  the  rejection  of  eligibles 
on  its  certificates,  if  none  with  the  requisite  qualifications  is  on  the  list. 

26.  If  the  request  covers  a  new  position,  reasons  should  be  set  out 
in  detail  as  to  the  need  for  an  additional  employee;  and  when  re- 
quired by  the  bureau  the  request  should  be  accompanied  by  a  job 
sneet  (Personnel  Classification  Board  Form,  No.  4)  in  duplicate, 
giving  the  information  on  which  proper  allocation  of  the  position 
may  be  based,  especially  a  full  and  explicit  deemptioii  of  duties  and 
reference  to  similar  positions,'  if  any. 

27.  Unless  there  is  some  one  available  for  transfer  or  reinstate- 
ment, request  will  be  made  by  the  department  on  the  Civil  Service 
Commission,  Washington,  D.  C,  and  selection  made  by  the  bureau 
in  Washington.  Where  advisable  examination  papers  will  be  sent  to 
the  field  i&c  consideration  by  the  field  officer  and  for  his  recom- 
mendatioiL 

FEBKANBNT  POSITIONS — GROUPS  n  AND  HI 

28.  If  the  position  is  one  under  the  district  manager,  and  if  the 
bureau  has  authorized  the  field  official  to  make  selection  to  fill  it,  re- 
quest should  be  made  to  the  district  manager,  stating  fully  the  type 
of  eligibles  deored  and  training  and  experience  necessary  to  fill  the 
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position.  The  salary  given  should  be  the  minimum  of  the  grade  to 
whidi  the  position  nas  been  allocated.  The  bureau  will  consider 
fiUin^  tilie  vacancy  by  transfer  or  reinstatement  before  authorizing 
appomtoient  from  the  register.  In  the  Indian  Service  wh^'  th^  is 
a  vacancy  or  prospective  vacancy  in  a  regularly  authorized  position, 
the  field  officer  shall,  without  awaiting  authorization  from  the  bureau, 
make  request  upon  the  district  manager  for  eligibles,  send  out  letters 
to  the  eligibles  asking  if  they  would  accept  if  tendered  the  position, 
make  selection,  and  recommend  to  the  bureau  the  appointment  of 
the  eligible  selected.  He  must,  however,  in  sending  out  the  letters 
make  it  clear  to  the  eligible  that  such  action  does  not  constitute  a 
guaranty  of  appointment  and  that  no  arrangemeiitB  for  acoeptaooe 
ibould  be  made  until  he  receives  furthw  notice. 

29.  If  the  position  is  a  registered  one,  for  which  eligibles  are  main- 
tained by  a  local  board,  the  field  officer  should  request  that  board  to 
furnish  him  with  the  names  of  persons  entitled  to  consideration. 
Where  the  position  has  been  allocated,  the  salary  given  should  be 
the  minimum  of  the  grade ;  otherwise,  prevailing  rates  in  the  locality 
shall  {govern,  but  in  no  case  shall  ^e  rate  exceed  any  maximum 
autiionxed  by  the  Secretary. 

PERMANENT  POSITIONS — GROUPS  IV  AND  V 

30.  If  the  position  is  one  not  filled  from  eligible  registers,  request 
for  appointment  of  a  qualified  person,  preferably  on  Form  1-612, 
should  be  sent  direct  to  the  bureau.    (See  par,  48.) 

TSaOGBABY  POSmONS— ^QB  EttPIiOTMENT  <NOT  EMEBGGBNCT).  SEB 

PARAGRAPH  66 

31.  When  there  is  necessity  for  a  temporary  employee  for  work 
which  is  not  of  a  permanent  character,  recommendation,  preferably 
on  Form  1-612,  should  be  made  to  the  bureau,  if  for  a  position  filled 
from  certificates  issued  by  the  Civil  Service  Commission  at  Washing- 
ton, setting  out  the  necessity  in  full,  the  qualifications  necessary,  and 
the  probable  duration  of  the  job.  When  required  by  the  bureau  this 
should  be  accompanied  by  a  job  sheet  (Personnel  Cla^isification  Board 
Form  No.  4) ,  in  duplicate,  describing  in  detail  the  duties  to  be  per- 
formed, and  making  recommendation  as  to  the  proper  grade  and 
salary  range.  Temporary  appointments  will  generally  be  made  at 
the  minimum  of  the  grade,  unless  there  are  some  unusual  reasons 
as  to  why  a  higher  or  lower  salary  should  be  paid,  which  should 
be  fully  explained  in  making  the  request. 

32.  If  the  position  is  one  under  the  district  manager,  and  if  the 
bureau  has  authorized  the  field  officer  to  maJEe  selection  to  fill  it, 
request  for  eligibles  should  be  made  to  the  district  manager,  stating 
fully  the  type  of  eligible  desired,  training  and  experience  necessary, 
needs  of  the  position,  and  probable  duration  of  the  job.  Such  re- 
quest should  be  made  at  the  minimum  of  the  classification  grade,  un- 
less there  are  unusual  reasons  for  departure  therefrom.  If  the  posi- 
tion, or  one  of  the  same  character,  has  not  already  been  allocated, 
the  minimum  of  the  grade  deemed  to  cover  the  duties  of  the  position 
should  be  given.  The  grade  will  ham  to  be  passed  upon  by  tiie  de- 
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partment  before  appointment  is  actually  made,  however,  when  the 
request  for  appointaaent  is  received  in  Washington. 

33.  If  the  position  is  a  registered  one  for  which  eligibles  are  main- 
tained by  a  local  board,  selection  will  be  made  from  the  list  fur- 
nished by  the  board  under  the  conditions  outlmed  in  the  next  prer 
ceding  paragraph.  Employments  by  field  officers  shall  not  exceed 
the  rates  prevailing  in  the  locality  nor  shall  they  exceed  the  maxi- 
mum rates  approved  by  the  department. 

34.  If  the  position  falls  under  Group  IV  or  Group  V,  and  if  ap- 
pointment thereto  is  made  by  the  secretary  without  reference  to  reg- 
isters of  eligibles,  request  for  appointment  of  a  qualified  person, 
preferably  on  Form  1--612,  should  be  sent  direct  to  the  bureau.  ( See 
"Bequest  for  appointmMits,"  par.  48.)  Employments  made  by  field 
officers  shall  not  exceed  the  rates  prevailing  in  the  locahty  nor  shall 
they  exceed  any  maximum  rates  approved  by  the  department. 

35.  Temporary  job  appointments  are  limited  to  three  months  by 
the  civil-service  rules  and  may  not  be  extended  without  specific  au- 
thoritv.  Where  original  appointment  is  made  by  the  department, 
any  extension  thereof  must  be  authorized  by  the  department  and  the 
Civil  Service  Commission.  If  the  original  appointment  has  been 
authorized  by  the  district  manager,  any  extension  thereof  must  be 
authorized  by  him.  The  request  for  authority  for  extending  a  tem- 
porary job  appointment  should  contain  a  full  and  complete  statement 
as  to  the  necessity  for  extension  and  a  definite  statement  as  to  the 
actual  date  when  the  appointment  will  be  terminated. 

36.  The  civil-service  rules  provide  that  temporary  appointments 
to  all  competitive  positions,  whether  pending  permanent  appointment 
or  for  job  employment,  shall  be  made  £rom  registers  when  they  exist. 

Selection  of  Eligibles 

37.  In  response  to  requests  for  eligibles  (see  pars.  25-29)  the  Civil 
Service  Commission,  the  district  manager,  or  the  local  board  of  civil- 
service  examiners,  as  the  case  may  be,  will  furnish  certificates  of 
eligibles,  or  in  the  absence  of  eligibles  will  grant  authority  for  teni- 
porary  appointment "  pending  establishment  of  remster  "  if  the  posi- 
tion is  permanent,  or,  if  for  job  employm^t,  for  wb  duration  of  the 
job.    (See  section  regarding  emergency  employment,  pars.  62-61.) 

38.  Selections  from  certificates  must  be  in  accordance  with  civil- 
service  rules,  which  provide  that  the  nominating  or  appointing  officer 
shall  make  selection  for  the  first  vacancy  from  not  more  than  the 
highest  three  names  certified,  or  on  the  register,  with  sole  reference 
to  merit  and  fitness,  unless  objection  shall  be  made  and  sustained  by 
the  commission  to  one  or  more  of  the  persons  certified  (see  par.  39) ; 
selection  for  the  second  vacancy  from  not  more  than  the  highest  three 
remaining;  and  so  on.  An  eligible  c<msidered  in  connection  with 
three  actual  appointments  may  be  passed  over  and  eliminated  in 
making  future  selections. 

39.  The  selection  of  an  eligible  is  a  matter  for  the  judgment  of 
the  employing  officer,  and  if  for  any  good  reason  the  officer  in  charge 
does  not  feel  that  the  eligible  list  certified  contains  persons  qualified 
for  the  work,  the  certificate  should  be  returned  with  due  explanation, 
and  if  the  eaqplani^on  is  satisfactory  to  the  Civil  Service  Commis- 
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sion,  or  to  its  district  manager,  a  second  certificate  will  be  issued  <x 
authority  granted  to  appoint  pouling  examination. 

40.  The  following  reasons  are  sufficient  for  passing  over  any 
eligible  (see  sec.  47Biite  V,  avil-Service  Bales) : 

(a)  Dismissal  from  the  serfiee  ibr  delinquency  or  misoMidiiet 
vithm  one  year  next  preceding  the  date  of  his  application. 

(6)  Physical  ot  mental  unfitness  for  the  position  for  which  he 
iapplies. 

\c)  Criminal,  infamous,  dishonest,  immoral,  or  notoriously  dis- 
graceful conduct. 

(d)  !bitentionally  making  a  false  statement  in  any  mat^al  fact, 
or  paraetidng  aay  dteoeptioa  or  frand  in  eecaring  examinatioii,  regis-^ 
tration.  certification,  or  appointment. 

•  {eS  Kefusal  to  furnish  testimony  as  required  by  Rule  XIV* 
(/)  The  habitual  use  of  intoxicating  beverages  to  excess. 
(^)  Where  there  are  already  two  members  of  the  applicant's  fam- 
ily m  the  public  service  in  the  grades  covered  by  the  civil  service  act. 

Any  of  the  last  six  foregoing  disquatificotions  ^all  also  be  good 
eaMe  for  removal  ixom  the  service. 

41.  Pttumirotipn  pap^  of  eligibles  «t  oonfideniial  and  should  be 
•vwtote  oilly  to  efllceref  in  charge  ihteri^^  in  selection  for  appoint 

42.  An  appointing  officer  who  passes  over  a  veteran  eligible  and 
selects  a  nonveteran,  is  re<][uired  to  place  in  the  records  of  the  depart- 
ment and  the  Civil  Service  Commission  his  reasons  for  so  d<nng. 
GQf  a  field  officer  passes  over  a  veteran  m.  such  a  case,  proper  explana- 
tion shall  be  made  on  the  request  for  appointment  fro«n  the  eeifei- 
fieatej  Form  1-612,  |or  liie  fBQOvdi.  Yet^xBs  are  released  from  all 
age  limitations  except  that  they  must  not  have  reached  the  age  of 
retirement.  * 

43.  Wherever  possible,  Indians  who  are  available  and  are  qualified 
shall  be  given  preference  in  appointment  in  the  Indian  Service. 
This  is  required  by  several  {>rovisions  of  law.  Attention  is  also 
anvi<ied<  tothe  .foUowing '^visiin»^ 

'  BaieaCtiar,  no  laittma  «ban  be  appolntod  tb  a  dassifled  poslticoi  tmless 
iveaehed  for  oeitttoNioii  mNm  competitive  wraiBtnatlBP,  esBci^pt  as  hmia 
.provided,  but  Indians  shall  be  preferred  in  certificatloii  for  aroointnieiit  to 

positions  in  the  Indian  Field  Service  when  the  departent  shall  so  request. 
To  facilitate  such  preference,  the  commission  shall  maintain  in  the  central 
office  a  roster  of  all  Indian  eligibles,  from  which  roster  certification  shall 
be  made,  upon  request  by  the  department  in  the  order  of  tbeir  ratines.  (£2x. 
order,  &-14-28.) 

'  Only  those  Indians  who  are  rei^st^red  at  some  Indian  agency  shall  be  given 
tbe  preference  provided  for  in  the  Executive  order  above  mentioned.  (Minute 
et  couMissien,  4^T'-29l> 

.  The  D^paftawnt  eC  ttie  loMtar  wm.be  infwaied  tikat  the  eopualflBlMi  will 

iotei^ose  no  objection  to  the  maintUMUice  of  Indian  re^steca  Ity  local  boaxds 
and  certification  therefrom  to  local  positions,  but  that  the  commission  will 
require  a  copy  of  these  Indian  zeslirten  for  nae  in  its  central  oflfoe.  (Minute  gf 
commission,  12^30-29.) 

44:  As  soon  as  die,  selections  are  completed  the  orinnal  of  the 
-certSfi^ftte  fidkdul<jl  be  Ml  to  tlie.boreati  throng  tfie  district  manager 
IIM.  i«cdi]lxinen  aptM>intment.   One  copy  should  be  re- 

turned to  the  district  manager  with  examination  papers  (except 
those  pf  the  person  or  persons  selected)  and  with  report  thereon. 
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The  disposition  of  eM^  eligible  on  the  certificate  should  be  indicated 
opposite  his  or  her  nameby  the  proper  key  term,  as  "A"  for  ap- 
pointed, "C"  for  conadered  and  not  selected,  "D»  for  dechned 
(the  declinations  to  be  returned  to  the  district  manager  with  certi- 
ficate), "FR"  for  failed  to  respond  within  reasonable  time  to.m- 
quiry  or  notice  concerning  appointment.  Letters  returned  unde- 
Uveied  shall,  with  envelope,  accompany  the  report  on  the  certi- 
ficate. The  papers  of  the  person  or  persons  selected  should  be  held 
imtil  entrance  upon  duty  in  order  that  the  photograph  may  be 
compared  with  appointee  and  fetamed  with  the    J>e(aaratoi  of 

^^^^Pit  is  not  possible  to  select  an  eliffible  from  the  certificate  in 
reporting  thereon  reasons  in  full  shall  be  given  why  eligibles  are 
not  available,  and  letters  of  declinations,  etc.,  and  all  papers  for- 
warded with  the  certificate.  Request  should  at  the  same  time  be 
made  for  further  certification.  If  for  any  reason  no  further  certi- 
ficatioik  is  deeired,  a  statement  shall  be  made  aa  to  what  disposition 
has  been  made  of  the  vacancy.  ,  ,  , 

46.  AU  certificates  of  elisibles  shall  be  disposed  of  as  aoon  as 
possible  and  in  any  event  within  80  days  after  receipt.  If  none  of 
the  eligibles  is  available  or  satisfactory,  the  emplo^ent  of  the 
temporary  appointee  may  continue  only  for  such  period  of  time  as 
may  be  necessary  to  make  selection  from  another  certificate. 

47.  If  any  emergency  emplo^ent  or  field  agreement  has  been 
made,  pendmg  selection  of  an  eligible  from  a  certificate,  action  shall 
be  taken  to  select  one  of  the  «3igiblfls  immediately  upon  rece^>t 
of  the  oerdfioatew 

Rb^IJESTS  FOB  AlTOINTMENT 

48.  After  selection  has  been  made,  all  requests  for  secretary's 
appointments  should  be  made,  preferably  on  Form  1-612,  setting  out 
the  justification  m  full.  If  for  a  temporary  job  appointment,  dura- 
tion of  service  should  be  shown  in  term6  of  months,  as  1  month,  2 
months,  3  months.  Be  sure  that  the  name  is  correctly  ellown  and 
that  the  pay  roll  corresponds  thereto,  to  avoid  needless  exceptions  to 
accounts.  For  positions  filled  from  certificates  issued  by  the  Civil 
Service  Commission  at  Washington,  the  original  and  one  copy  of  the 
request  for  appointment  should  be  sent  to  the  bureau,  where  selection 
is  made  in  the  field.  For  positions  under  the  district  manager,  the 
original  and  one  c<^y  shall  be  sent  through  the  district  manager, 
winch  he  will  approve  if  selection  is  regular  and  forward  to  the 
bureau.  For  positions  under  local  boards,  appointed  to  by  the  Sec- 
retary, the  request  for  appointment,  original  and  one  copy,  shall  be 
sent  through  the  local  board.  For  positions  appointed  to  by  the 
Sectary  under  Group  IV  and  Group  V  where  labor  regulations  do 
not  apply,  the  request  for  ai^pointment,  original  and  one  copy,  shall 
be  sent  to  the  bureau. 

48.  If  the  Civil  Serviee  Commission,  the  district  manager,  or  the 
local  board,  as  the  case  may  be,  has  no  eligibles  and  has  authorized 
temporary  appointment,  the  field  officer  may  employ  any  (qualified 
person  on  fiela-agreement  form,  or  continue  such  agreement  if  it  has 
already  been  executed  in  an  emergency.  Field  officers  should,  if 
possible,  select  persons  who  have  at  least  the  minimum  qualifications 


13 


and  who  should  be  able  to  pass  the  competitive  examinations  whidi 
may  be  later  announced  to  fill  the  vacancy. 

dO.  If  the  Civil  Service  Commission  has  no  eligibles  for  a  position 
in  a  professional,  scientific,  or  technical  dass  handled  by  the  commis- 
sion m  Washington  (except  physiciaBSj  nurses,  and  instructors  m  the 
Indian  field  service)  request  for  appomtment  must  be  accompamed 
by  Form  375  of  the  Civil  Service  Commission,  showing  the  experience 
and  qualifications  of  the  individual  it  is  proposed  to  employ.  (See 
par  61.)  Qualifications  on  this  form  must  in  every  way  conform  to 
those  on  the  request  for  eligibles.  Form  375  confers  no  permanent 
civil-service  status  when  used  in  such  appointments  pending  the 
CBtohtifihmftnt  «f  register,  and  temporary  employees  obtained  in  this 
way  must  later  compete  through  r^ular  civil-service  examination  for 
prtibational  appointment  if  they  eiqpect  to  be  ecmsidered  £or  retention 
m  tiie  position.  .  ,  ^ 

51.  When  required  by  the  bureau,  reouests  for  new  appomtments, 
or  appointments  to  positions  not  already  allocated,  must  be  aoeom- 
panied  by  job  sheet  (Personnel  Classification  Board  Form  No.  4)  m 
du^cate,  describing  in  full  the  duties  to  be  performed.  This  must 
^w  the  duties  actually  performed  or  to  be  performed  and  not 
a  so-called  ^ideal ^  job. 

« 

Emehgenct  EicPiiOYHEKTS  IN  PosEnoiNS  Affoi»th>  to  by  thb 

SBtaEBTART  (FlELD  AOB&KMENTS) 

[Not  to  be  used  in  the  Geological  Survey  or  in  the  General  laund  Office  without 
prior  specific  antiiorlty  from  the  head  of  tibe  bureau] 

52.  If  there  is  an  emergency  necessitating  immediate  employment, 
field  agreement.  Form  1-325  may  be  used,  which  should  be  sent 
immediately  to  the  bureau,  through  the  district  manager  of  the  local 
board,  if  in  Groups  II  or  III,  for  approval.  (See  pars.  5  and  6.) 
In  each  case  such  agreement  must  be  accompanied  by  a  clear  state- 
ment from  the  officer  in  charge  m  the  field  showing  reasons  (not 
conclusions)  why  it  was  not  possible  to  wait  for  the  regular  SeCTe- 
tary's  appomtment  to  be  issued.  These  reas(ms  must  be  genuine; 
if  it  appears  that  the  authority  herein  conveyed  is  abused,  sudk 
authority  will  be  revoked. 

53.  Field  agreements  should  not  be  used  for  the  reassignment  of 
permanent  employees  already  in  the  service.  They  may  be  assigned 
temporarily  to  other  duties,  but  no  change  can  be  made  in  title  or 
salary  without  prior  approval  of  the  Secretary. 

54.  Employment  under  field  agreement  should  be  limited  to  the 
shortest  possible  period  of  time. 

55.  In  permanent  positions  already  created  by  the  Secretary  of 
the  Interior  the  employment  under  field  agreement  will  be  allowed 
to  continue,  unless  such  continuance  is  disapproved  by  the  Secre- 
tary, when  necessary,  pending  permanent  filling  of  the  place,  pro- 
vided the  field  agreement  was  forwarded  immediately  at  the  time  of 
appointment  through  proper  channels.  No  tm&rgmoy  envployinent 
4san  he  approved  pendivig  permanent  appowtfMfU  vtiiieM  th^ 

shall  home  "been  created  hy  the  Secretary  of  the  IiAerior.  selection 
for  emergency  employment  under  such  field  agreement  may  be  made 
of  mi^  «iy|al#ble  the  prior  approval  of  the 
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Civil  Service  Commission  or  of  the  district  manager,  but  if  time 
permits,  prior  authority  shall  be  secured.  Steps  shall  be  taken  imr 
mediatwy  by  the  field  officer  or  ^  the  bureftu  towf^  ^Uiiigivlibe 
Taeancy  permanoitly.  (See  pom     aiid<  98.) 

56.  Emei^n^  field  agreement  for  temporary  job  employmMit, 
as  distinguished  from  temporary  employment  in  a  permanent  estab- 
lished position,  will  be  approved  for  a  short  period  only,  and  is  not 
authorized  in  any  case  except  where  some  grave  emergency  makes 
an  additional  temporary  position  imperative.  General  advance  ap- 
proval is  given  for  30  days  only  by  the  Secretary  of  the  Interior, 
nurtlier  eontinuance  being  subjeet  to  specifie  approval.  When  it  is 
known  tiiat  a  job  will  last  as  long  as  uivee  mcmths  :«id  it  has  been 
necessary  to  make  an  emergency  appointment,  the  agrennent  shall 
be  accompanied  by  a  request  for  a  regular  Secretary's  appointment 
on  Form  1-612  (see  pars.  31-36),  to  be  effective  upon  approval,  ter- 
minating the  field  agreement,  routed  through  the  district  manager 
if  the  position  is  under  his  jurisdiction.  Such  temporary  employ- 
in^ts  may  be  made  without  regard  to  eligible  regist^  and  without 
^or  approval  of  the  commissajon  or  tbe  ^strict  manag^  onlv  whai 
tile  nature  of  the  emergency  does  not  permit  the  seennng  of  a  eeor- 
tificate  or  such  prior  authority.  If  there  are  some  unusual  oircum* 
stances,  the  Secretary  may  authorize  an  extension  of  the  field  agree- 
ment employment,  but  all  extensions  must  have  his  prior  approval 
and  be  authorized  by  the  Civil  Service  Commission  or  the  (Strict 
manager  if  subject  to  civil-service  rules. 

57.  The  field-agreement  form  should  be  prepared  in  quadruplicate 
one  copy  retained  in  the  c^Soe  wh^  employment  is  made,  one  copy 
^ven  to  the  employee,  and  two  forwarded  to  l^e  bureau,  the  ori^- 
mal  through  the  district  manager  if  in  a  position  uni^er  lus 
jurisdiction. 

68.  When  a  field-agreement  employment  is  terminated  for  any 
reason — ^by  voluntary  separation,  by  reason  of  a  permanent  employee 
entering  on  duty,  etc. — a  notice  of  the  last  day  of  service  shall  be 
forwarded  promptly  to  the  department  on  Form  1-612,  or  by  letter. 
Separate  notice  of  termination  shall  not  be  required  when  the  last 
day  of  service  of  a  particular  temporary  is  shown  on  the  field  agree- 
ment of  the  temporary  who  succeeds  him.  In  positions  coming 
under  the  jurisdiction  of  the  civil-service  district  manager  the  notice 
of  termination  shall  be  forwarded  through  his  office. 

59.  Where  employment  is  made  in  a  position  which  has  already 
been  allocated,  such  employment  shall  not  exceed  the  minimum  sal- 
ary of  the  grade  unless  authorized  by  the  Secretary.  Where  the 
employment  is  in  a  position  which  has  not  been  allocated,  the  officer 
in  charge  i^all  determine  from  the  classificaiion  of  siniil<ur  posi- 
tions under  his  supervision  so  far  as  possible  the  grade  correspond- 
ing to  the  duties  and  responsibilities  involved,  and  the  rate  of  pay 
shall  not  exceed  the  minimum  of  the  grade.  Since  in  an  emergency 
it  is  not  always  possible  to  secure  the  service  of  a  fully  qualified 
person  for  a  temporary  period,  general  authority  is  given  in  such 
cases  to  employ  t^poranly  at  less  than  the  minimum  rate  pending 
the  fiUing  of  any  established  position,  under  the  provisions  of  the 
six  preciding  para^aphs,  such  temporary  employment  being  pSr 
cepted  from  allocation  to  grade  and  salary  range.  If  employment 
is  in  a  pojsition  not  covered  by  classification,  the  prevailing  rate  in. 
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the  locality  shall  govern,  but  in  no  case  shall  it  exceed  any  maximum 
authorized  by  the  Secretary  of  the  Interior. 

60.  As  temporary  appointments  or  employments  in  professional, 
scientific,  and  technical  positions  (except  physiciuis,  nurses,  and 
infltanipt^  in  the  Indian  Service)  for  other  than  jobs  lasting  not 
longer  than  SO  days  are  subject  to  approval  by  tne  Civil  Swviqe 
OommisEoon  of  the  qualifications  of  the  person  selected,  it  is  not 
advisable  to  place  such  employees  on  duty  under  field  agreement. 
It  may  be  done  in  an  emergency  but  no  demiite  promise  of  extended 
employment  should  be  made.  If  a  job  will  not  last  for  more  than 
■30  days  and  if  there  is  real  emergency,  a  professional,  scientific,  or 
technical  employment  on  field  agreeinent  ma^.  be.made»  if  there  is. 
lip  need  for  a  penaanent  appiEonltee. 

61.  All  field  agreements  are  subject  to  confirmation  by  the  Secre- 
tary. It  is  not  contemplated  that  fonnal  notice  of  confirmation 
will  be  given,  but  in  case  of  disapproval  field  officers  will  be. 
promptly  notified  thereof  and  will  discontinue  immediately  further 
service  and  pay. 

AuuQCAxiONS  TO  Gbadbs  AND  Salamx  IUnoss  :  Allowances 

6S.  The  pnmffloos  of  the  classification  act  have  been  applied  to 
the  field  so  far  as  mcticable,  and  all  portions  comparable  to  those 
in  the  District  of  Columbia,  except  certain  temporary  and  seascmal 

positions,  the  duties  of  which  are  to  perform  or  assist  in  apprentice, 
nelper,  or  journeyman  work  in  a  recognized  trade  or  craft,  and 
skilled  and  semiskilled  laborers,  have  been  allocated  to  grades  car- 
fying  salary  ranges  corresponding  to  those  covering  similar  duties 
an  the  Distridi  of  Columbia. 

65.  New  permanent  appointments,  including  reinstatements,  must 
be  made  at  the  minimum  of  the  gnide  unless  tiiere  are  some  excep- 
tional and  unusual  conditions  which  make  a  higher  salary  advisable, 
which  departure  must  be  fully  explained  and  have  the  prior  ap- 
proval of  the  Secretary. 

64.  Organization  lists  will  be  submitted  prior  to  each  fiscal  year 
for  the  approval  of  maximum  rates  by  the  Secretary,  covering  those 
positions  in  which  field  officers  are  authorized  to  make  employment, 
m  the  Bureau  of  Reclamation,  Nati^ial  Park  Service,  and  Indian 
Irrigation  Service.  The  maximum  rates  established  may  not  be  ex- 
oeedfed  without  the  approval  of  the  SetSBtary,  aiul  in  no  case  shall 
a  higher  rate  than  that  prevailing  in  the  locality  be  paid.  For  fte 
present,  such  organization  lists  will  not  be  required  for  positions  in 
the  Alas^ka  Service  and  the  "  irregular  "  roll  for  construction  and 
repair  work  in  the  Indian  Service,  and  field  assistants  in  the  Geo- 
logical Survey  and  General  Land  Office,  but  a  higher  rate  than  that 
{Hreiq^ii^^  in  the  locality  shall  not  be  paid. 

66.  Appointments  to  fill  vacandes  will  carry  the  same  grade  as  the 
I^vious  meumbent  if  ihe  duties  are  the  same.  Thev  wiU  not  neces- 
sarily carry  the  same  salary,  as  new  employees  will  De  brou^t  in  at 
tile  minimum  rate  of  the  grade. 

66.  If  there  has  been  any  material  change  in  the  position,  either 
by  lessening  of  duties  or  by  assignment  of  additional  duties,  a  report 
-should  be  made  to  the  bureau.  Recommendations  for  changes  in 
Ipiiade  shookl  preferably  be  nude  on  Form  1-^12,  accompanied  by 
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the  job  sheet  m  duplicate  fully  describing  the  new  duties,  when 
by  the  bureau,  unless  filling  a- vacant  position  already  allo- 
cated. It  the  field  officer  deems  it  advisable  to  try  out  an  employee 
on  new  duties  before  recommending  reallocation  or  change  of  grade, 
the  employee  may  be  assigned  to  the  new  duties  for  a  period  of  120 
days  before  submitting  a  recommendation  for  reallocation.  Beallo- 
cation  should  not  be  recommended  wh^  an  ^ployee  is  tenuKirarilT 
assigned  to  other  work.  ^  ^ 

67.  Titles  of  positions  should  conform  so  far  as  practicable  to 
tiiose  used  m  the  departmental  service  in  Washington.  Job  descrip- 
nons  m  required  by  the  department  for  all  new  positions  and  when 
Uiere  is  a  material  change  in  the  duties  of  any  position.  Field  offi- 
cers  will  be  governed  by  bureau  instructions  as  to  submission  of  iob^ 
sheets.  ^ 

68.  Following  is  a  schedule  of  grades  and  salary  rates,  showinir  the 
corresponding  grades  in  the  departinental  service: 

SCfiSDULfi  OF  ANNUAL  SALARY  RATES 


FCS 


2. 

s. 

6. 

8- 

9.. 
10. 
U. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19- 
20. 


$600 

\,m 

1,200 
1»020 
1,320 
1,260 
/  1.600 
I  1,440 
f  1,680 
1  1,620 

/  i,«eo 

1  1.800 
2,000 
2,300 
2,600 
2,900 
3,200 
3, 500 
3,800 
4,600 
5,600 
6,500 
8,000 
Over. 


B 


$600 
1. 140 

1,260 
1,080 
1,380 
1,320 
1,560 
1, 500 
1,740 
1,680 
1,920 
1,860 
2,100 
2,400 
2,700 
3,000 
3,300 
3, 600 
3,800 
4,600 
5,800 
7,000 
8,  500 
9,000 


$660 
1,200 
1,320 
1. 140 
1,440 
1,380 
1,620 
1,500 
1.800 
1,740 
1,980 
1.920 
2,200 
2,500 
2,800 
3,100 
3,400 
3,700 
4,000 
4,800 
6,000 
7,500 
9,000 


D 


$720 
1,260 
1,380 
1,200 
1,500 
1,440 
1,680 
1,620 
1,860 
1,800 
2,040 
1,980 
2,300 
2,600 
2,900 
3,200 
3,500 
3,800 
4,200 
5,000 
6,200 


$780 
1,320 
1,440 
1,260 
1,660 
1,500 
1,  740 
1,680 
1,920 
1,860 
2,100 
2,040 
2,400 
2,700 
3,000 
3,300 
3,600 
3,900 
4,400 
5,200 
6,400 


$840 
1,380 
1,500 
1, 320 
1,620 
1,560 
1,800 
1,740 
1.980 
1, 920 
2,200 
2,100 
2.500 
2,800 
3, 100 
3,400 
3,700 
4,000 
4,600 
5,400 


O 


$840 
1,380 
1,500 
1,380 
1,680 
1.620 
1,860 
1,800 
2,040 
1.980 
2,300 
2,160 
2,600 
2,900 
3. 20() 
3.600 
3, 80() 
4, 100 
4,600 
5,400 


ClaasiflGatkm  grades 


OAF 


4 

5 
6 
7 

8 
9 

10 
11 
12 
13 
14 
15 
16 


CU 


FC8*Fielfl  classification  schedule. 
2^^"^l6rical,  administrative,  and  fiscal  serrioe* 
CU*  Custodial  service, 
P  and  SBProfessionsd  and  scifltttlflctkBtvin. 
SP-Subprofessional  service. 


8 
9 

10 


PandS 


8P 


1 
4 


5- 

e 

7 


69.  Section  3  of  the  act  of  March  5, 10^  Stftt.  11>0)  proYides. 
as  follows:  \  ^  mtt 

fitac.  3.        hnd  of  an  execiitiTe  d^rtment  or  independent  estabUsliment^. 
wnere,  in  nis  Judgment,  CQndittons  of  employment  require  it,  may  continue  to 
furnish  civilians  employed  in  the  field  service  with  qnarterg,  beat,  light,  house- 
hold equipment,  subsistence,  and  laundry  service;  and  appropriations  for  th©- 
fiscal  year  1929  and  thereafter  i.f  the  character  heretofore  used  for  mMh 
purposes  are  hereby  made  available  therefor:  Provided,  That  the  reasonable 
value  of  such  allowances  shall  be  determined  and  coaaidered  am  naiifc  of.ihe- 
compensaUon  in  fixing  the  salary  rate  of  such  civUians.  ^  u^.^  mnr 
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70.  The  proper  grade  and  salary  rate  for  field  positions  will  be 
fixed  on  the  basis  of  the  duties  involved.  The  reasonable  value  to 
the  employee  of  any  item  or  items  of  allowance  furnished  in  kind, 
which  shall  have  been  determined  in  accordance  with  department 
ngulations,  must  be  deducted  from  the  total  salary  rate  for  the 
position  and  only  the  remainder  paid  in  cash.  The  total  salary  rate, 
moluding  both  tiie  cadi  and  the  determined  Tvlue  of  the  4il]aw8iiee 
furnished  in  kind,  is  to  be  regarded  as  the  comp«asation  for  the 
position,  and  the  basis  on  which  retirement  deductions  are  to  be 
made.  Accordingly,  the  pay  rolls  must  show  the  grade  and  designa- 
tion of  the  position,  the  total  salary  rate,  the  "  determined  "  reason- 
aUe  value  of  the  allowances  furnished  in  kind,  and  the  amount  de- 
diicted  as  representing  the  value  of  the  allowances  furnished  in  kind 
during  the  period  covered  by  the  pay  rolls.    (5  Comp.  Gen.  957.) 

71.  Notices  of  appointment  will  not  show  the  amount  of  deduc- 
tion from  Ihe  gross  salary  bnt  will  state  that  deductions  for  quarters 
and  other  allowances,  if  furnished,  will  be  made  in  accordance  with 
the  approved  department  regulations.  Field  officers  will  make  the 
pay-roll  deductions  accordingly. 

72.  Where  an  employee  is  on  leave  without  pay  and  continues  to 
occupy  Grovemment-owned  quarters  or  has  them  reserved  for  him, 
the  Ttlne  of  such  quarters  and  other  allowances  must  be  deducted 
from  any  sums  due  or  which  may  baoone  due  the  employee. 
(5  Comp.  999.) 

78.  Where  the  «nployee  of  his  own  volition  chooses  not  to  occupv 
available  suitable  Government-owned  quarters,  only  the  net  casn 
safary  shall  be  paid,  but  retirement  deductions  shall  be  made  on  the 
basis  of  the  gross  salary.  The  fact  that  an  employee  can  not  occupy 
quarters  because  of  the  size  of  his  family  would  not,  in  itself,  justify 
payment  of  the  gross  salary.  If  there  is  a  single  room  available, 
deductions  will  be  made.  GrosB  salary  may  be  paid  when  Govotu- 
ment  ^uartnrs  will  not  remain  vacant  by  allowing  the  ttnployee  to 
rent  his  own.  The  CconptroUer  General's  decisioii  on  which  this  is 
based  indicates  that  Government  quarters  consist  of  a  sin|^  rocmi. 

IssuAKOs  or  Affointicents 

74.  When  a  notice  of  appoinlmait  has  been  israed  by  tiie  depart* 

ment  it  will  be  forwarded  to  the  head  of  the  bureau.  Any  necessary 
notations  therefrom  for  the  records  wiU  be  made  and  the  letter 
forwarded,  together  with  the  blanks  attached  to  be  filled  out,  which 
in  the  case  of  original  permanent  appointment  from  the  register  will 
be: 

Dedarattoi  of  appointeiB. 
Fersoiial>]il8tory  dwet 
Medical  certificate  (see  par.  86). 
Reqnest  for  photo|^i«dl  (wbM  ieipl|»ij|. 
FiiWBipKtiit  chart 

In  the  case  of  tempwaries: 

Oath  of  office. 
Personal  history  sheet 

In  reinstatements  or  transfers : 
Oath  «C  oOoa 

FenoBSl  feMoty  ahest  wfeta  eslM  for. 


« 
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£ktbaxc£  on  Dutt  ' 

76.  No  employee  may  enter  on  duty  under  a  secretary's  appoint- 
ment until  he  is  notified  that  the  appointment  has  been  approved  by 
the  secretary.  When  it  is  desired  that  the  employee  enter  on  duty 
as  soon  as  possible,  request  should  be  made  in  the  Tecommendation 
for  tdegraphic  notifieatiiEAi'  of  tdie  secretaij's  approYal»  TIiss'cloeB* 
not  apply  to  emergency  employment  imd^^  ^  ^ 

76.  ^mns  accompanying  the  letter  of  appcnntment  aftotM  be^ 
filled  out  promptly.  The  oath  of  office,  photograph,  personal-history 
sheet,  and  medical  certificate  should  be  sent  to  the  bureau  in  all 
cases;  the  declaration  of  appointee  and  fingerprints,  if  covering  a 
position  under  the  district  manager,  should  be  sent  direct  to  him; 
if  covering  a  position  under  the  Civil  Service  Commis^on  at  Wash- 
ington, Uiey  should  be  sent  to  the  bureau.  Medical  certificates  for 
appmzitees  to  portions  nn^Br  the  district  manager  will  be  for^aHed 
tonimby  the  department  a^r  receipt  and  exai^  ^  ^  ^ 

77.  The  district  manager  should  be  advised  of  the  date  of  ^trance 
on  duty  of  employees  appointed  from  his  registers  or  under  hi& 
authority.  This  information  should  be  furnished  when  the  declara- 
tion of  appointee  for  a  permanent  employee  is  forwarded  to  him,  and 
may  be  noted  on  that  blank ;  in  the  case  of  a  temporary  appointee  he 
should  be  advised  by  letter  of  the  date  of  entrance  on  duty.  Should 
an  ffliployee  fail  to  report  for  duty  or  state  unwillii^ess  t6  accept 
after  ms  selectiim,  his  ffritainination  papers,  if  in  possession  of  the 
fidd  dfioer,  should  be  returned  to  the  district  manager  iffth  a  report^ 
by  letter,  which  should  refer  to  the  certificate  number.  The  bu- 
reau should  also  be  advised  in  order  that  the  appointment  may  be 
canceled. 

78.  Transfers  from  one  project,  agency,  or  jurisdiction  to  the  same 
position  and  salary  at  another,  which  is  a  matter  of  assignment,  do 
not  ordinarily  require  an  oath  of  office,  but  the  field  officer  shall  re- 
port to  the  superintendoit  of  tiie  agen<rjr  from  whidi  traatf er tejl 
and  to  tlie  bnranu  by  separate  Isttw  Umb  date  of  entnmce  an  dirty. 
If  payment  of  travel  expenses  is  involved  such  travel  must  be  author- 
ized in  advance  by  the  secretary. 

OATH  or  QFWCI>~(aBCRJlT4^i;'^  Af^^^qp^OQIj^^)  '.  \. 

79.  All  uppoiatments  andi  chai^ges  iof  grade  or  poeiticm  ^^uive 
oaths  of  oltoe,  except  field  agreements  and  exteywiof^s  to.ti^nppirary 
appointments  the  Secretary.  An  oath  is  required  when  bi^nnin^ 
work  on  sn  original  temporary  Secretary's  appointment,  but  no  addi- 
tional oath  is  necessary  when  such  appointments  are  extended.  Pro- 
motions or  reductions  within  the  grade  do  not  require  oaths. 

80.  The  oath  may  be  taken  either  before  or  after  entrance  on  duty, 
but  it  may  not  be  taken  until  notification  is  received  that  the  appoint- 
ment has  been  approved  by  the  Secretary.  It  must  be  taken  before 
any  salary  is  paid.  i  ^ 

81.  The  diief  derk  of  the  department,  chief  clerk»  <tf  ilw^  bureaus 
in  W'^s'^ii^S^?.  li^^nes  public,  clei^  of  coid^^TJnit^  St«tes  com- 
missioners, justices  of  the  peace,  superintendents  and  acting  superin- 
tendents of  Indian  schools  and  reservations,  and  persons  ,aut|^w:ized 
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by  law  to  administer  oaths  for  general  purposes,  and  possessing  seals, 
may  administer  the  oath  of  (^ce.   Postmasters  as  such  can  not. 

82.  Whenever  an  oath  is  required,  the  date  of  ^trance  upon  duty 
must  be  shown  in  the  space  provided  at  the  bottom  of  tiie  oath,  and 
authenticated  by  the  initials  of  the  officer  in  charge. 

DECIiARATION  OF  APPOINTEE 

83.  This  form  should  be  executed  before  the  oath  of  office  is  admin- 
istered to  the  proposed  appointee.  The  form  is  designed  to  detect 
impersonation  and  as  an  additional  precaution  against  the  appoint* 
ment  of  more  than  two  members  of  the  same  family  who  will  live 
under  the  same  roof.  Be  sure  that  the  field  officer  as  well  as  the 
employee  signs  this  form. 

MEDICAL  CERTIFICATE 

84.  The  Civil  Service  Commission  requires  that  a  medical  certifi- 
cate be  filled  out  for  each  probational  appointee,  where  a  Federal 
medical  ofiicer  is  available.  If  the  certificate  discloses  any  disease  or 
defect  which  would  disqualify  the  appointee  for  the  position,  he 
should  not  be  allowed  to  enter  on  duty  or  should  be  separated  at 
once  if  he  has  already  entered  on  duty.  There  should  be  an  indorse- 
ment on  the  form  letter  accompanying  it  from  the  officer  in  charge  as 
to  whether  in  his  opinion  the  appointee  appears  to  be  physically 
qualified  to  perform  the  duties  of  the  position.  Medical  certifi.cates 
are  not  required  in  cases  of  transfer  nor  for  temporaries. 

Under  the  Civil  Service  Commission's  regulations  the  following- 
named  defects  will  debar  persons  from  appointment :  Bright's  dis- 
ease; malignant  tumor  (cancer,  etc.) ;  diabetes;  epilepsy;  any  abnor- 
mal hardening  of  the  arteries  (arteriosclerosis) ;  transmissible  dis- 
ease, including  syphilis,  gonorrhea,  chancroid,  and  tuberculosis 
(active  or  arrested  for  a  period  of  less  than  one  year) ;  insanity  or 
mental  illness  sufficiently  definite  to  affect  the  usefulness  of  tlie 
applicant;  seriously  defective  vision  of  both  eyes,  incorrectible  by 
glasses;  progressive  myopia;  progressive  or  disabling  paralysis; 
unccmipensated  valvular  dkease  of  the  heart;  loss  of  both  arms,  both 
legs,  or  arm  and  leg;  hands,  arms,  feet,  legs,  or  body  so  injured,  crip- 
pled, or  deformed  as  seriously  to  affect  usefulness ;  chronic  alcoholism 
or  drug  addiction.  Persons  who  have  lost  limbs  or  parts  of  limbs, 
but  who  have  demonstrated  dexterity  either  with  or  without  the  use 
of  artificial  substitutes,  will  be  considered  where  physical  ability  is  of 
subordinate  importance.  Physical  requirements  are  omitted  by  the 
Civil  Service  Commission  under  certain  conditions  in  the  case  of 
veterans  entitiled  to  preference. 

85.  The  medical  examination  was  directed  by  Executive  orders  of 
May  29  and  June  18, 1923^  and  September  4, 1924,  with  a  view  to  pro- 
moting the  health  and  efficiency  of  and  minimizing  accidents  among 
Federal  employees.  The  department's  medical  officers  should  be 
utilized  whenever  possible,  and  where  this  department  has  none  at 
any  place  the  order  of  examination  by  other  services  should  be,  first, 
the  Public  Health  Service;  second,  all  other  departments  or  bureaus 
except  the  Army  and  Navy;  third,  Army  and  Kavy  staticms  or  posts. 
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«J.  The  Civil  Service  Commission  requires  all  ^pointees  to  the 
Federal  service  to  be  fingerprinted  at  the  time  of  appointment, 
except  those  appomted  under  Schedule  A  and  temporaries.  Ap- 
pomtees  will  be  notified  where  to  report  for  such  fingerprint  record, 
and  the  procedure  will  be  as  outlined  in  the  Civil  Service  Commis- 
sion Form  2828.  Employees  may  be  assigned  to  duty  immediately 
upon  appomtment,  but  the  commission  does  not  give  final  approval 
until  the  chart  is  furnished,  so  this  should  be  attended  to  without 
delay. 

FERSONAL-HISTOBY  SHEET 

87.  This  personal-history  sheet  should  be  filled  out  at  the  time  of 
entrance  on  duty  and  should  be  acknowledged  before  a  qualified 
officer  having  a  seal,  and  in  the  Indian  Service  before  superintend- 
ents and  acting  superintendents  of  Indian  schools  and  reservations. 
(Postmasters  not  included.)  Special  attention  is  iuTited  to  the  fact 
that  the  date  of  birth  must  indude  m<mth,  day,  and  year.  This  is 
unportimt,  as  this  record  forms  the  basis  of  retirement  calculation. 
If  any  discrepancies  in  dates  of  birth  are  discovered,  satisfactory 
evidence  will  be  called  for  to  establish  the  correct  date.  If  the  officer 
in  charge  has  any  reason  to  believe  that  the  date  reported  is  not 
correct  he  should  inform  the  bureau  and  steps  will  be  taken  to  estab- 
lish  the  correct  age. 

PHOTOGRAPH  - 

Secretary's  permanent  appointee  is 
required  for  fihng  with  the  records,  and  when  called  for  should  be 
submitted  as  promptly  as  possible  after  entrance  on  duty.  It  should 
be  unmounted,  of  a  size  at  least  21/2  by  414  inches,  and  a  good  like- 
ness, and  on  its  face  should  be  noted  the  year  in  which  it  was  tak^. 
Such  photograph  must  be  furnished  at  the  employee's  own  expense. 

SETIB£HEKT  DEDUOXIOKS 

89.  Deduction  of  31/2  per  cent  will  be  made  from  the  total  salary 
of  every  permanent  employee  having  a  competitive  classified  civil- 
service  status  and  from  all  employees  of  the  Indian  Service  whose 
tenure  of  employment  is  not  intermittent  nor  of  uncertain  dura- 
tion, for  transfer  to  the  retirement  fund.  This  is  not  optional  with 
the  employee  but  mandatory.  (See  par.  71.)  Noneducational  em- 
ployees m  the  Indian  irrigation  service  and  Bureau  of  Eeclamation 
mtenmttently  and  irregularly  employed,  and  educational  employees 
on  daily  rates  similarly  employed,  are  excluded  from  the  operation 
of  the  retirement  act  by  Executive  order. 

rOBMS  TO  JKB  USED  IS(  BMCLOTMSNTB  BT  FDSLO  OFUCBBB 

90.  The  pr^t  practice  of  making  employments  by  field  officers 
may  continue  m  use  for  those  persons  not  appointed  by  the  Secretary 
until  such  time  as  a  standard  form  for  all  services  may  be  prescribed. 
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91.  The  field  agreement  form  may  be  used  by  the  purchasing 
agent  and  office  manager,  Seattle,  Wash.,  for  employments  in  non- 
supervisory  positions  made  for  the  boats  operating  under  his  juris- 
diction from  Seattle,  and  should  be  fcnrwarded  to  the  Secretary  for 
confirmation.    (See  par.  15f .) 

ji^SOBTS  OF  ChANQES 

92.  Field  officers  will  make  report  on  standard  Form  4a  of  all 
employments  and  status  changes  in  positions  filled  from  local  board 
registers  and  under  the  provisions  of  Schedule  A  of  civil-service  rules, 
except  Indian  schools  and  agencies,  and  the  Alaska  service,  for  which 
special  provisions  are  made.  (See  pars.  93, 94,  and  96.)  The  classes 
of  positions  will  be  shown  under  separate  headings,  as  "  Begistered 
portions  "  and  ^  Schedule  A  positions."  If  there  are  changes,  report 
must  be  made  weekly.  In  the  event  no  changes  have  been  made  dur- 
ing an  entire  month,  then  for  record  purposes  there  shall  be  a  report 
to  that  effect,  on  Form  4a,  at  the  end  of  the  month  to  avoid  the  possi- 
bility of  reports  being  overlooked.    (See  pars.  14b,  15a,  lod,  and  98.) 

93.  Indian  schools  and  agencies  will  make  report  weekly  on  stand- 
ard" Form  4a  of  all  employments  and  status  changes  in  regular  posi- 
tions not  appointed  to  by  the  Secretary,  such  as  laborers,  attendants, 
assistants,  police,  judges,  etc.    (See  pars.  15c  and  99.) 

94.  Employments  at  Indian  schools  and  agencies  of  temporary 
employees  on  the  so-called  "irregular"  roll,  made  by  field  officers 
under  the  provisions  of  Schedule  A,  subdivision  1,  paragraph  12,  of 
the  civil-service  rules,  will  be  reported  monthly  by  field  officers  on 
Form  4a.    (See  pars.  15c  and  98.) 

96.  In  the  Geological  Survey  and  General  Land  Offices  where  field 
assistants  with  surveying  parties  and  for  fire  patrols  are  employed 
by  field  officers  a  report  wUl  be  made  yeu'ly  by  the  bureau  on  Form 
4a  at  the  close  of  the  field  season. 

96.  The  field  officer  in  charge  of  the  Alaska  division  of  the  Indian 
Service  will  make  report  monthly  on  standard  Form  4a  of  the  em- 
ployments and  status  changes  made  by  field  officers  in  noneducational 
positions  in  the  Alaska  service,  such  as  orderlies,  cooks,  janitors, 
policemen,  carpenters,  laborers,  etc.    (See  pars.  15f  and  99.) 

97.  In  the  Alaska  Railroad  a  monthly  report  will  be  made  by  the 
headquarters  office  in  Alaska,  by  wire,  to  the  Washington  office,  not 
later  than  the  15tii  of  the  following  month,  showing  the  number  of 
additions  and  separations  for  the  preceding  month. 

98.  For  reports  covered  by  paragraph  92,  Form  4s  shall  be  pre- 
pared in  quadruplicate  (unless  any  bureau  requires  more) ,  one  to  be 
retained  in  the  field  office  and  three  copies  forwarded  to  the  district 
manager  (through  the  local  board,  where  there  is  one),  who  after 
audit  will  forward  two  copies  to  the  bureau  in  Washington,  one 
being  for  the  Civil  Service  Commission.  Reports  covered  by  para- 
graph 94  will  be  made  in  triplicate,  one  copv  to  be  retained  in  the 
field  and  the  original  and  one  duplicate  to  be  forwarded  direct  to 
the  district  manager.  The  original  will  be  forwarded  through  the 
•  bureau  and  department  to  the  Civil  Service  Commission. 

99.  Indian  schools  and  agencies  and  the  field  officer  in  charge  of 
the  Alaska  division  will  forward  three  copies  of  Form  4a  (pars.  93 
and  96)  direct  to  the  bureau. 


22 


100.  The  following  terms  and  abbreviatioiiB,  with  meaning  as  de- 
fined, are  to  be  used  in  column  headed, Natuie  of  action,"  or  nature 
of  action  may  be  written  in  full,  preceding  the  entry,  and  this  should 
be  done  when  no  abbreviation  is  exactly  appropriate : 

(a)  Appointments  and  reassignments  to  duty  status : 

P.  A. — Probational  appointment  to  classified  position  tlirough  examinatioii. 

A.  Exc. — Appointment  to  position  excepted  from  examination. 
A.  Unci. — Appointment  to  position  of  unclassified  laborer,  whether  made 
under  regulations  or  without  examination. 

A.  Trans. — ^Appointment  by  transfer. 
Reins. — Appointment  by  reinstatement. 

Beins.*  Und.— Appointment  by  rtinstatment  of  an  undassifled  laborer. 

B.  T.  D.  fori.,  R.  T.  D.  I'd  oft,  R.  T.  D.  W.  O-  P.— Retomed  to  duty  fram 
fmrlimi^  fh»n  being  lald  off,  or  from  leave  witlumt  pay. 

Tfenu  A*— Xiemporaxy  ampointsnent 

(6)  Changes  in  status,  irrespective  of  ststus  under  Civil  Service 
Hules: 

Pro. — ^Promotion  in  salary,  with  or  without  change  in  designation. 
Ch.  desig. — Change  in  designation  without  change  in  salary. 
Red.— Reduction  in  salary,  with  or  wltboat  change  in  dei^nation. 

(c)  Separations  (complete  or  partial)  : 

Res. — ^Resignation. 
Rem.  C. — Removal  for  cause. 
Rem.  R — ^Removal  by  reduction  of  force- 
Died. 

Tnmv— Termination  of  temporary  aj^lntment. 

PorL,  I'd  off,  W.  O.  P.— Fnrlongbed,  laid  off,  placed  on  status  without  pay 
(use  other  abbreviations  If  necessary  and  explain  in  footnote) ;  for  instance,  in 
connection  with  W.  O.  P.,  receiving  compensatioil  because  of  injury. 

Ret. — Retired  under  the  retirement  act 
S.  Trans.— Separation  by  transfer. 

BufOBTa  AND  MlSCSlULANfiOIJS 

101.  On  all  probationers,  appointed  by  the  secretary,  a  report  will 
be  asked  for  at  the  end  of  me  month  preceding  the  expiration  of 
the  probationary  period,  as  to  their  conduct  and  capacity.  Officers 
should  consider  the  probation  as  a  real  trial  and  no  employee 
should  be  recommended  for  retention  if  not  competent.  Reports  in 
the  field  should  be  made  promptly,  so  that  action,  if  any  is  neces- 
sary, may  be  taken  by  the  department  before  the  expiration  of  the 
probationary  period,  as  an  employee  retained  beyond  that  time  au- 
tomatically becomes  permanent.'  An  employee  should  not  be  kept  on 
for  the  full  period  of  probation  if,  before  the  expiration  thereof,  he 
has  demonstrated  his  unfitness  as  a  permanent  employee. 

102.  In  the  Indian  Service  report  should  be  made  to  the  bureau 
at  the  end  of  30  days  on  Indians  t5emporarily  filling  permanent  posi- 
tions, excepted  from  examination,  as  to  whether  their  services  have 
been  satisfactory,  that  steps  may  be  tak^  looking  to  their  permanent 
appointment. 

103.  In  the  Indian  Service  efficiency  reports  will  be  submitted  by 
field  ofScers  every  six  months,  May  1  and  November  1,  on  all  em- 
ployees appointed  by  the  Secretary.  In  other  bureaus  no  periodical 
reports  will  be  required  for  the  present,  but  if  the  efficiency,  capacity, 
or  conduct  of  any  employee  falls  below  a  fair  standard,  the  field 
officer  will  be  expected  to  advise  the  bureau.  If  disciplinary  action, 
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such  as  suspension  from  duty  and  pay  for  a  stated  period,  reduction 
in  pay  or  in  grade,  or  botii,  etc.,  seems  advisable,  proper  recommen- 
dation with  all  the  facts  shall  be  made  to  the  bureau.  If  only  a  repri- 
mand is  necessary,  it  shall  be  administered  by  the  administrative 

officer  in  charge,  and  if  in  writing,  a  copy  sent  to  the  bureau  to  be 
placed  in  the  employee's  file.  v 

104.  Any  change  of  name,  by  marriage  or  otherwise,  should  be  re- 
ported to  the  department  on  Form  1-612  for  change  of  the  records. 
In  positions  appointed  to  by  field  officers  such  change  will  be  re- 
ported on  Form     report  of  changes. 

105.  Employees  while  holding  appointment  under  the  Federal 
•civil  service  can  not  accept  or  hold  any  office  under  a  State  or  Teni- 
torial  government  or  under  a  municipal  corporation  unless  specifi- 
cally authorized  by  law  or  Executive  order.  The  offices  of  justices 
of  the  peace,  notaries  public,  commissioners  to  take  the  acknowledg- 
ments of  deeds,  of  bail,  or  to  administer  oaths  are  not  deemed  within 
liie  purview  of  the  above  prohibition.  It  is  suggested  that  field 
officers  secure  from  the  district  manager  a  copy  of  Form  1236,  Civil 
Service^  Commission,  on  political  activity. 

106.  All  official  mail  shall  be  forwarded  Hirough  <^lldal  channels. 

FeoiKmoif 

107.  Field  officers  may  submit  to  the  head  of  the  bureau  twice  a 
year,  in  sufficient  time  to  become  effective  on  July  1  and  January  1, 

recommendations  for  the  promotion  of  employees  appointed  by  the 
Secretary.  Such  promotions  will  be  limited  to  one  step  within  the 
grade  and  will  be  considered  in  the  light  of  meritorious  service, 
available  funds,  and  other  existing  conditions.  Seasonal  employees 
appointed  by  the  Secretary  who  are  not  in  the  service  on  J anuary  1 
may  be  recommended  at  the  time  of  reinstatem^t  for  the  next 
higher  rate. 

108.  In  the  cases  of  those  employed  by  field  officers  (see  par.  15), 
other  than  laborers  and  skilled  tradesmen  paid  on  per  diem  rate^, 
field  officers  are  authorized,  subject  to  such  instructions  as  the  bu- 
reau may  promulgate,  where  employment  is  for  a  season  of  several 
months  or  the  person  is  reemployed  from  year  to  year  and  promotion 
is  deemed  warranted,  to  grant  increases  in  salary  not  oftener  than 
twice  a  year,  uid  only  after. three  months  of  service  from  date  of 
appointm^t  or  previous  i>romotion.  Promotion  will  be  limited  to 
one  step,  i.  e.,  $60  for  salaries  up  to  and  including  $2,040  per  annum 
(or  monthly  equivalent)  and  |lOO  for  $2,100  and  above,  rates  to 
conform  to  those  shown  under  the  schedule  of  salaries,  paragraph 
68.  Kates  paid  per  diem  laborers  and  skilled  tradesmen  will  be 
governed  by  local  conditions.  In  no  case  shall  the  rate  for  any  em- 
ployee exceed  any  maximum  authorized  by  the  Secretary. 

109.  Promotions  within  the  ^rade  require  no  oath  of  office. 

110.  Employees  are  not  eligible  for  promotion  during  probation 
unless  their  names  were  reached  for  a  higher  salary  at  the  time  of 
appointment  or  would  have  been  reached  at  any  time  during  the 
period  had  their  names  remained  on  the  register.  If  such  promotion 
is  proposed,  authority  should  be  obtained  from  the  district  manager 
for  positions  under  his  jurisdiction,  including  positions  filled  from 
local  board  registers,  before  submitting  the  recommendation. 
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^  111.  E^assignments  during  probation  to  higher  grade  or  distinctly 
different  duties  from  those  comprehended  under  the  examinations  a& 
a  result  of  which  the  employee  was  appointed  are  not  permissible. 

112.  Promotioii  of  an  employee  to  a  distinctly  different  fidd  of 
work  at  any  time  must  have  the  prior  approval  of  the  Civil  Service 
Commission. 

KONCOMPETITIVE  EXAMINATIONS 

113.  The  civil-service  rules  provide  that  where,  in  its  opinion,  the 
conditions  of  good  administration  warrant,  the  Civil  Service  Com- 
mission may  give  noncompetitive  examinations  to  test  fitness  for 
transfer,  r^nstatement,  or  promotion,  «id  for  appointment  to  the 
positions  named  in  Schedule  B. 

114.  An  employee  who  has  a  civil-service  status  may,  after  serving 
probation,  acquire  a  status  for  promotion  to  positions  requiring  dif- 
xerent  entrance  tests  by  noncompetitive  examination  or  upon  passing 
an  open  competitive  examination  which  qualifies  him  for  the  posi- 
tion. Should  a  vacancy  occur  and  it  is  desired  to  promote  an  em- 
ployee who  has  not  the  requisite  civil-service  status,  request  may  be 
made  to  the  bureau  to  arrai^  for  a  noncompetitive  examination  if 
in  an  educational  position.  In  professional,  scientific,  and  technical 
positions  this  is  usually  accommic^^  by  filing  Form  375  or  Form 
26(M)  executed  by  the  individual,  showing  his  experience  and  qualifi- 
cations. For  teacher  an  additional  Form  2509  is  also  required;  for 
nurse.  Form  2380;  for  physician.  Form  2398;  for  farmer,  Form  2175. 
If  in  a  noneducational  position,  it  should  be  taken  up  with  the  dis- 
trict manager  or  the  local  board,  as  the  case  may  be.  (Bequest 
should  be  accompanied  by  Form  1800  for  mechanical  positions^ 

115.  Notices  of  open  competitive  examination  will  oe  furnished 
to  the  field  cheers  from  time  to  time  by  the  district  managers  as 
<Jiiey  are  announced,  and  such  notices  should  be  brought  to  the  atten- 
tion of  employees  who  may  be  interested. 

116*  Under  Schedule  B  wives  of  competitive  employees  in  the 
Indian  Service  may  be  appointed  to  competitive  positions  upon  non- 
competitive examination.  When  request  is  made  to  the  department 
for  such  examinations,  it  should  be  accompanied  by  Form  2600  filled 
out  bj  the  individual  as  a  preliminary  to  the  examination  (for  the 
position  of  teacher,  Forms  2600  and  2609  are  required;  for  nurse^ 
Forms  2600  and  2380).  This  escamina^on  itself  gives  him  no  com- 
petitive classified  status,  but  if  the  rating  made  in  the  noncompeti- 
tive examination  is  later  reached  on  the  Civil  Service  Commission's 
registers  established  through  competitive  examination  the  commis- 
sion will  authorize  a  classified  status,  and  the  employee  then  has  all 
the  rights  of  a  competitive  classified  employee  and  becomes  subject 
to  the  applicable  civil-service  rules  and  to  the  retirement  act. 

117.  A  supply  of  Forms  375,  2600,  2609,  2175, 2380, 2398,  and  1800 
may  be  obtuned  from  the  district  manager. 

SSPABATIONS 

118.  Besignations  of  Secretary's  appointees  should  be  forwarded 

promptly  to  the  bureau  for  acceptance  by  the  Secretary.   The  field 

officer  should  make  his  reconmiendation  read    Effective  at  the  close 

of  ^"  and  should  show  whether  it  is  with  or  without  preju- 

(Date) 
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dice.  A  resignation  should  contain  the  future  address  of  the  em- 
ployee. The  field  officer  should  also  state  whether  it  is  necessary  to 
fill  the  vacancy  and  whet^r  eligibles  have  been  requested. 

119.  Generally  accrued  leave  only  will  be  i^owed  in  case  of  resig- 
nation. 

120.  If  a  resignation  is  withdrawn  or  modified,  the  department 
should  be  notified  of  that  fact  before  the  date  of  its  taking  effect, 
otherwise  an  employee  is  out  of  the  service  after  the  effective  date  of 
formal  acceptance.  Should  some  unusual  emergency  arise  makins 
it  necessary  to  retain  an  employee  t^porarily  in  the  position  beyona 
thsA  date,  such  employment  is  governed  by  ti^e  section  oovmng 
emergency  employments,  paragraph  62. 

121.  Temporaries  may  be  dropped  from  the  rolls  when  their  serv- 
ices are  no  longer  required  simply  by  reporting  services  terminated 
on  Form  1-612.  In  temporary  positions  under  the  district  manager 
such  notice  should  be  forwarded  through  his  office  for  notation. 

122.  Notice  of  death  should  be  reported  preferably  on  Form  1-612. 
Where  deductions  have  been  taken  from  the  salary  of  such  employee 
the  department  will  forward  to  the  field  (^cer  tiie  form  ^^Applica^ 
tion  for  refund  of  accumulated  deductions,"  and  also  apphcation 
form  for  unpaid  salary,  which  should  be  put  into  the  hands  of  the 
proper  person  engaged  in  settling  the  estate  for  execution  and  return 
to  the  department  for  certification  to  the  Veterans'  Administration. 

123.  If  another  department  requests  the  transfer  of  an  employee, 
such  transfer  must  be  approved  by  this  department  before  it  can 
become  effective.  Field  (moers  should  report,  preferably  on  Form 
1--412,  the  last  day  of  service  of  employees  who  transfer.  The  last 
day  ordinarily  will  be  the  day  beforo  entrance  on  duty  in  the  other 
department,  and  in  no  case  should  there  be  overlapping  payment.  A 
record  of  his  retirement  deductions  should  be  immediately  reported 
to  this  department,  if  such  record  is  kept  in  the  field,  so  that  uie  de- 
partment to  which  he  transfers  may  be  properly  advised. 

124.  When  the  necessities  of  the  service  require  it,  because  of  lack 
of  funds,  suspensiim  of  work,  or  other  reason  which  makes  it  im- 

C^cable  to  continue  a  permanent  employee  on  duty,  but  it  may 
me  desirable  to  recall  mnot  to  duly  later  on,  he  may  be  furlou^ied 
by  the  Secretary  for  any  period  not  to  exceed  one  year.  Beconunen- 
dation  should  be  made  to  the  bureau,  indicating- the  period  of  fur- 
lough. Military  preference  must  be  considered  in  makmg  furloughs. 
(See  par.  131.)  Furloughs  will  not  be  granted  solely  for  the  con- 
venience of  the  employee.  Officials  and  employees  while  on  furlough 
shall  not  engage  in  work  which  conflicts  with  or  is  inimical  to  the 
interest  of  the  Government.  To  do  so  will  be  sufficient  cause  for  the 
prompt  termination  of  the  furlough  and  separation  from  the  service* 
Betum  to  duty  from  furlough  uiould  be  reported  to  tiie  bureau 
promptly.  Seasonal  employees  appointed  by  field  officers,  whom  it 
IS  expected  to  reemploy  the  next  year,  should  not  be  furloughed  at 
the  end  of  the  season  but  should  be  reported  as  "  laid  off  " ;  they  may 
be  reemployed  within  one  year  without  civil-service  certificate.  (See 
par.  138.) 

125.  When  the  conduct  or  efficiency  of  an  employee  appointed  by 
the  Secretary  is  such  that  dismissal  seems  advisable,  charges  shall  be 
preferred  against  him  in  writing  by  <he  admini^An^ve  officer  in 
charge,  and  a  reasonable  time  (usually  three  to  five  days)  shoilld  be 
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given  the  employee  in  which  to  reply  in  writing  showing  why  he 
should  not  be  removed  from  the  service.  When  his  answer  is  re- 
ceived, it,  together  with  a  copy  of  the  letter  preferring  charges  and 
any  other  pertinent  data,  should  be  forwarded  to  the  bureau,  with 
recommendation  for  action. 

126.  When  the  gravity  of  an  offense  requires  such  drastic  action, 
an  employee  may  be  suspended  by  the  administrative  officer  in 
charge  from  duty  and  pay,  pending  his  answer  to  charges  and  action 
by  the  department.  Such  suspension  must,  however,  be  immediately 
reported  to  the  bureau  for  confirmation  by  the  Secretary.  The 
power  of  suspnsion  is  incident  to  the  power  of  appointment  and 
can  not  be  delegated  to  a  subordinate  officer ;  therefore,  a  suspension 
is  not  legal  unless  made  or  confirmed  by  the  appointing  power.  It 
is  suggested  a&  advisable  for  the  field  officer  in  such  cases  to  get 
confirmation  of  a  suspension  by  wire.  If  conditions  are  such  that 
it  may  be  desirable  to  restore  the  employee's  salary  for  the  period 
of  suspension  if  the  charges  are  not  sustained,  the  order  or  letter 
of  suspension  must  mi^  provision  therefor,  as  otherwise  no  subse- 
quent action  «mn  operate  to  restore  his  salary  during  that  period. 

127.  The  above  procedure  will  apply  to  competitive  classified  em- 
ployees appointed  by  field  officers  except  that  final  action  may  be 
taken  by  such  officers.  In  cases  of  dismissals  for  cause  the  reasons 
shall  be  made  of  record. 

128.  An  employee  removed  for  cause  may  not  be  reexamined  by 
the  Civil  Service  Commission  for  one  year,  and  any  request  for 
reinstatement  will  be  considered  by  the  Civil  Service  Commission 
as  to  whether  it  is  in  the  interest  of  the  service. 

129.  Separation  of  employees  in  excepted  portions  may  be  ef- 
fected without  resort  to  charges  and  the  removal  rule.  If  it  is 
desired  to  separate  an  excepted  employee  appointed  by  the  Secre- 
tary, for  any  reason,  recommendation  should  be  made  to  the  bureau 
setting  out  the  reasons.  If  there  is  anything  detrimental  to  the 
ooo^ployee  the  bureau  should  be  advised.  Excepted  and  unclassified 
employees  appointed  by  &eAd  officers  may  be  dropped  at  any  time 
by  those  officers. 

130.  Wh^  it  is  possible,  because  of  cessation  of  work,  abolish- 
ment of  positions,  reorganization,  or  for  other  reasons,  to  reduce  the 
number  of  employees  in  any  office  or  activity,  recommendation 
should  be  made  to  the  bureau  for  the  separation  of  those  who  can 
best  be  spared.  Recommendation  should  be  made  far  enough  in 
advance  to  permit  the  department  time  to  transfer  the  empu>yees 
if  suitable  vacancies  are  available,  and  to  allow  the  employees 
sufficient  notice  to  enable  them  to  look  for  employment  elsewh^. 

181.  The  law  provides  tlwit  no  employee  entitled  to  military  pref- 
erence shall  be  separated  or  reduced  in  rank  if  his  record  is  good  or 
if  his  efficiency  rating  is  equal  to  that  of  any  employee  in  compe- 
tition witli  him  who  is  retained  in  the  service.  This  does  not  mean 
that  an  ex-service  man  can  not  be  separated  if  there  is  no  work 
to  be  done  or  if  he  is  not  qualified  to  do  the  work,  but  he  shall 
have  preference  for  retention. 

132.  If  an  employee  subject  to  the  retirraoent  act  is  involuntarily 
separated  without  delinquency  or  misccmduct,  is  55  years  of  age  or 
over  and  has  rendered  at  least  15  years  of  Government  service,  he 
is  entitled  to  a  certificate  which  will  entitle  him  to  an  annuity  when 
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he  becomes  of  retirement  age,  or  he  may  elect  to  take  an  immediate 
annuity,  which  will  be  proportionately  less  than  that  at  the  age  of 
retirement,  effective  immediately  following  his  separation ;  if  45  or 
over  he  is  entitled  to  a  deferred  annuity.  (See  provisions  of  the 
retirement  act.) 

183.  The  law  requires  that  employees  subject  to  the  retirement  act 

be  notified  by  the  department  of  proposed  separation  on  account  of 
age  at  least  60  days  in  advance  of  becoming  of  retirement  age. 
Report  is  required  in  the  cases  of  those  not  subject  to  the  act  and 
of  those  who  at  retirement  age  have  not  rendered  15  years  of  service 
as  to  their  physical  condition  and  efficiency  and  whether  for  any 
reason  independently  of  the  retirement  law  separation  from  the  serv- 
ice is  required  in  the  interest  of  good  administration.  As  the  dates 
of  birth  of  those  persons  not  appointed  by  the  Secretary  are  not  on 
record  in  the  Washington  office,  field  officers  are  responsible  for 
bringing  those  cases  up  at  the  proper  time.  In  the  Indian  Service 
the  retirement  age  for  all  except  clerks  is  65.  In  other  services  field 
officers  will  be  guided  by  information  furnished ;  generally  speaking, 
mechanics  and  those  performing  manual  duties  are  retirable  at  65, 
clerical  and  supervisory  at  70;  retirement  at  employee's  option  two 
years  earlier. 

134.  If  an  employee  having  a  competitive  classified  status  and  6 
years  of  annuitable  service  becomes  disabled  before  he  reaches  the 

retirement  age,  either  he  or  the  office  may  request  retirement  on 
account  of  total  disability.  His  request  should  be  transmitted  to  the 
bureau,  accompanied  by  a  certificate  of  the  attending  physician  and 
a  statement  from  the  officer  in  charge  that  he  believes  the  employee 
to  be  totally  disabled  for  useful  and  efficient  service,  if  such  is  the 
case.  Soch  application  after  certification  by  the  departaoent  will 
be  forwarded  to  the  Veterans'  Administration  for  action.  In  case 
of  involuntary  separation  m  the  ground  of  physical  disability,  tJie 
field  officer  should  advise  the  bureau  as  to  the  reasons  for  recommend- 
ing that  the  employee  be  retired.  Any  employee  resigning  because 
of  ill  health  should  be  advised  that  no  application  for  disability 
annuity  will  be  considered  by  the  Veterans'  Administratiou  unless 
filed  within  six  months  after  separation. 

135.  When  an  employee  from  whose  salary  retirement  deductions 
have  been  made  is  separated  from  the  service  for  any  reason  other 
than  retirement,  and  except  where  he  elects  to  receive  an  annuity 
certificate  or  an  immediate  annuity  on  account  of  involuntary  sepa- 
ration, a  blank  application  for  refund  will  be  sent  him  to  execute 
and  return  to  the  department  for  certification  and  forwarding  to  the 
Veterans'  Administration  for  settlement.  If  the  employee  is  to  be 
transferred  to  another  department,  or  expects  to  enter  Government 
employment  at  once,  he  should  not  make  application. 

136.  The  attention  of  employing  officers  is  called  to  the  fact  that 
deductions  for  the  retirement  fund  to  the  credit  of  any  employee  may 
be  used  as  an  offset  where  the  Government  has  a  claim  against  the 
employee,  and  should  he  leave  the  service  owing  money  to  the  Gov- 
ernment the  department  should  immediately  be  notified  that  the 
refund  of  deductions  may  he  held  up  pending  adjustment  of  the 
Government's  claim. 
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137.  i'oUowing  is  a  TwlMifciiii  copy  of  the  dTil-serrice  reinstato* 
ment  nite: 

1.  A  person  separated  without  delinquency  or  misconduct  from  a  competitive 
position  or  from  a  position  which  he  entered  by  transfer  or  promotion  from 
a  competitiye  position  or  to  accept  another  appointment  in  the  executive  civil 
service  may  be  reinstated  upon  certificate  oC  the  commissicm  subject  to  the 
following  limitatiiHis : 

(a)  Unless  otherwise  provided  hereinafter  a  person  may  be  reinstated  only 
to  the  department  or  independent  Government  establishment  from  which  sepa- 
rated and  upon  requisition  made  within  one  year  from  the  date  of  his  separa- 
tion. In  its  discretion  the  commission  may  after  absolute  appointment  aUow 
reinstatement  in  any  part  of  the  classified  service,  and  it  may  also  authorize 
waiver  of  the  1-year  limit  herein  prescribed,  under  the  following  time  limita- 
tions: Two  years  where  service  has  been  two  years  but  less  than  three  years; 
three  years  where  service  has  been  three  years  but  less  than  four  years ;  four 
years  where  service  has  been  four  years  but  less  than  five  years;  and  without 
time  limit  where  service  has  he»  fire  years  or  more :  Fravtdedt  That  tlie  appli- 
cant for  reinstatement  who  has  been  separated  more  than  five  years  is  otherwise 
'eligible  as  set  forth  under  the  e(»iditions  of  the  Executive  order  of  June  2,  1920: 
And  provided  further^  That  he  caa  «o«Ufy  undttt  an  ajpy^riqi^iate  noiieonqBietitive 
examination. 

(b)  A  person  honorably  released  from  the  active  military  or  naval  service 
of  the  United  States  after  service  in  the  Civil  War,  or  the  war  with 
Spain,  or  the  war  with  Germany,  or  his  widow  or  any  Army  nurse  of  any 
of  said  wars,  or  the  wife  of  an  honorably  released  totally  disabled  veteran 
of  any  of  ^ich  wars  may  be  rdbostated  within  five  years  from  the  date  cet 
separation.  When  the  ccMnmission  and  the  appointing  officer  are  in  agree- 
ment that  the  public  intereert:  leqttires  such  acttoti,  reinstatcanent  afty  be 
made  without  time  limit 

(c)  A  former  classified  employee  retired  upon  annuity  under  the  act  of 
May  22,  1920  (as  amended  July  3,  1926)  by  reason  of  total  disability,  who  is 
eligible  for  reinstatement  in  his  former  department  or  office  by  reason  of 
recovery  and  determination  of  annuity,  shall  also  be  eligible  for  reinstatement 
to  an  appropriate  position  in  any  part  of  the  service,  subject  to  the  condi- 
ticms  and  limitations  of  the  civil  service  rules. 

(d)  No  person  in  any  of  the  foregoing  groups  may  be  reinstated  to  a  posi- 
tion requiring  an  examination  different  from  tlmt  reqnired  in  the  posittm 
from  which  he  was  separated  without  passing  an  appropriate  examination. 

(e)  An  employee  involuntarily  separated  during  or  at  end  of  probatt<m, 
without  fault  on  his  part,  may  be  reinstated  to  serve  a  new  probation  in  any 
part  of  the  service,  in  any  position  for  which  he  has  qualified,  or  can  qualify 
in  an  appropriate  noncompetitive  examination,  subject  to  the  other  provisions 
of  the  civil-service  rules. 

Bdnstatement  of  Indians — ^Executive  order  of  August  14, 1928. 

Indians  separated  without  delinquency  or  misconduct  from  competitive  posi- 
tions may  be  reinstated  in  the  Indian  field  service  without  time  limit  when  the 
commission  and  the  department  are  in  agreement  that  such  reinstatement  would 
he  in  the  interest  of  the  service. 

Indians  in  the  Indian  field  service  who  have  qualified  through  second-grade 
dierfcal  examinations  and  have  dmoMtrated  their  ability  to  perform  first- 
grade  dnties  satisfactorily  may,  upon  certification  of  the  departm^t  that 
they  are  efllcient,  be  given  an  unrestricted  first-grade  clerical  status.  Such 
Indians  formerly  employed  may,  upon  certification  by  the  department  that 
they  have  demonstrated  ability  to  satisfactorily  perform  first-grade  clerical 
duties,  be  reinstated  to  first-grade  clerical  positions. 

138.  Each  reiiistatement  of  an  ^ployee  to  a  position  in  the  com- 
petitiye clasdfied  service  must  be  made  upon  certificate  of  the  Civil 

Service  Commission  at  Washington,  D.  C.,  but  those  who  services 
ceased  by  furlough  or  layoff  without  prejudice,  may  be  reemployed 
within  one  year  without  such  certificate. 
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139.  Wives  of  competitive  classified  employees  in  the  Indian  Serv- 
ice who  had  previous  service  with  a  noncompetitive  status  under 
Schedule  B  of  civil-service  rules  may  be  reemployed  without  time 
limit  in  the  same  kind  of  position.  Should  sach  employees  aoqmie  a 

competitive  classified  status  at  any  time,  upon  separation  they  are 
subject  to  the  provisions  of  the  reinstatement  rule  as  applied  to 
other  classified  employees,  and  retain  their  classified  status  only  for 
the  period  allowable  under  the  reinstatement  rule. 

140.  Every  request  for  reinstatement  of  a  classified  employee 
should  be  accompanied  by  a  medical  certificate  of  exammation 
(Form  1600)  indicating  his  fitness  for  reinstatement ;  such  examina- 
tion to  be  by  a  physician  in  the  Government  service  or,  if  that  la 
impracticable,  by  a  non-Government  doctor  of  medicine  m  good 
standing.   Fingerprint  chart  is  also  required. 

141.  If  the  last  Government  service  of  a  person  recommended 
for  reinstatement  was  in  another  department  the  branch  of  the  serv- 
ice  should  be  stated  as  it  is  necessary  to  get  a  report  from  that 
departm^t  before  reinstatemrait. 

142.  If  tiiere  has  been  a  refund  of  retirement  deductions  the  re- 
instated employee  can  not  receive  any  braiefits  of  the.  retirement 
act  until  he  has  redeposited  with  interest  the  amount  of  such  de- 
ductions. This  does  not  relieve  him  from  deductions  being  taken 
from  his  salary,  but  no  benefits  may  be  had  until  he  has  made  the 
redeposit.  When  he  is  ready  to  redeposit  application  for  service 
credit  (Form  3R32)  should  be  filled  out  and  sent  to  the  department 
ioT  certification  and  forwarding  to  the  Administrator  of  Veterans 
Affairs,  who  wiU  advise  him  of  the  necessary  amount  to  deposit. 
Payments  may  be  arranged  in  convenient  indballments. 

143.  No  former  Government  employee  rdired  on  aoeonnt  of  age 
may  be  reemployed  in  any  capacity. 

Civjl-Sebvice  Manuals 

144.  It  is  suggested  that  field  officers  secure  the  following  forms 

from  the  district  manager  if  thev  do  not  already  have  them  on  file; 

The  Civil  Service  Act  and  Boles.  , 
Form  131,  Information  for  Boards  of  Examiners  and  Nominating 

Officers. 

Form  2061,  Instructions  to  Boards  of  Examiners. 
Form  2368,  Retirement  Act,  with  Notes.  ^  ^ 

Form  2828,  Procedure  for  Fingerprinting  Appointees  to  positions 
in  the  Federal  Civil  Service. 

Ray  Lyman  Wilbur, 
Secretary  of  the  Interior. 

Approved : 
Thomas  E.  Campbell, 

President^  Civil  Service  Commission. 
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(Vo  be  prepared  in  quadruplicate) 

TBMrOUARY  EMPLOYMENT  FOR  EMERGENCY  WORK  IN  THE  FIKLD 

DEPARTMENT  OF  XHB  INTJQRIOR 


(Bwean  and  fliM  viOt) 

(Placeandtete)^ 


(Name  of  employee) 

You  are  hereby  employed  as  in  the 

(Designation) 

 and  assigned  to  work  in  tbe  

effective 


office,  etc.,  and  location)  (Date  of  entrance  on  duty) 
Your  compensation  will  be  at  the  rate  of  $  per  ,  less  $„_ 


Date  of  birtb  

(Year,  month,  day) 

Race   Very  respectfully, 

Legal  residence  

From  ree^abst  ^   

(Yes  or  no)  (Signature) 

Previous  Government 

Probable  laigth  of 

service   

If  pending  permanent  filling  of  position 

so  state  

Vice  ™  ...  whose  services  were  terminated  on 

(Name  of  prcvioas  lacombent) 


(Last  day  of  service) 
If  Indian  Service,  position  No. 


I  accept  the  above  employment  and  assignment  under  the  conditions  named. 


(Place  and  date)  (Fun  name  of  «nplojee) 

(One  copy  to  be  retained  In  the  office,  one  given  to  the  employee,  and  two  forwarded 
to  the  bureau,  the  original  through  the  diirtrict  manager  if  for  a  position  wider  hi» 
JorisdietloiL) 

(30) 
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1—612 

(All  status  dumfss  shooU  be  reQOested  and  Justified  on  tills  form) 

DEPARTMENT  OF  THE  INTBEIOB 


MfiMOBAlfDUH  WW  THS  SSCaKTABY  : 


In  re  proposed 


temporary 
permanent 
excepted 


appointment,  transfer,  reinstatanent,  promotion, 
extensi<m,  sqiaraticm,  reqmst  for  eliglbles,  diange 
in  deiE^^ttai,  ete.  {Onm  ont  tbose  not  appli- 
oatAe.) 


of 


(First  name,  initial,  surname) 


Of 


(Legal  nskleiies) 


at 


(Designation) 

!lio«arw.a.e 
diem  w.  a.  e. 
month 
annum 


for 


(ProbsMs  kagtH  of  smtIcs) 


to  (if  promotion)  at  per 


month 
annum 
hour  w.  a.  e. 
.diem  w.  ae. 


to  be  rasplojed  in  

and  effective  

Justification :  ^ 

Preyioiis  GMfmmm&at  servioe: 


Division  of  the 


 vice  


1  Give  full  information,  indudlag  nseasaity  for  eo^piojraMit,  qusllflfstkwis  of  sppotatei^ 

and  duties  to  be  performed. 


o 


